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GF betters her SF* 


You can depend on her to file and find papers faster 
with GF’s SUPER-FILER 


A girl files faster and surer in an office 
equipped with GF’s Super-Filer... the 
modern mechanized steel filing cabinet. 
In fact, Super-Filer adds to the efficiency 
of the entire organization, for the heart 
of any business -is in its files! 

In each Super-Filer drawer there is 18 % 
more usable filing capacity than you can 
find in any ordinary file. And with only 
43 inches additional height, you get 
five Super-Filer drawers instead of four. 


Also, while Super-Filer is saving up to 


¥ the floor space needed for filing cabi- 
nets, its mechanized action saves from 
XY to % the cost of operating your files. 


Built, literally, for a business lifetime, 
GF’s Super-Filer soon pays for itself... 
not only inyour time and the operator’s, 
too, but in dollars-and-cents savings in 
equipment costs, as well, 


It will be well worth your while to call 
your nearest GF distributor...or write 
The General Fireproofing Company, 
Department M-27, Youngstown 1, Ohio. 


Good metal business furniture is a good investment 


(Circle 229 for more information) 
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Above are samples of three of the 
Policy re manuscripts: The object of Manage- 
ment METHODS is to offer ‘'practical solutions to 
management's problems.'' For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of ac- 
tion. Whenever possible, we like to offer the 
reader something he can do right now to correct 
a procedure or solve a problem in his business. 

Much of our editorial material comes from busi- 
ness and management specialists as well as from 
active businessmen at all levels of management. 

Most articles employ case histories. An article 
may be based on a single case history or can be 
built around a group of related case histories. We 
like to mention the name of the user company 
involved in each case history and, when possible, 
to quote an officer of the company. 

We endeavor fo return all manuscripts. However, 
we assume no responsibility for material not spe- 
cifically requested by us. “Trade Marks 


twelve available Executive type faces. 


You can SEE the difference! Standard typewriters give the same 
amount of space to every letter regardless of the width of the 
letter. On an IBM Executive, each letter takes only the space its 


width requires. Don’t your letters deserve “Executive” typing? 


JBM. icy [yppownitone 


INTERNATIONAL BUSINESS MACHINES e 590 Madison Avenue, New York 22, me Be 
(Circle 240 for more information) 
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To Kill the Invoices You Pay, 
You Must Cancel All Six... 
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INVOICE 


Only Cummins Perforators Kill All6 
At Once...Neatly and Permanently! 





A & P— Uses a Cummins Perforator for 
the perforation of invoices. ‘““There is no 
question that this is an important func- 
tion which is necessary to maintain the 
proper control on paid invoices.” 


Standard Oil, Lovisiana — Uses a Cum- 
mins Perforator for the cancellation of 
paid invoices, accounts payable vouchers, 
journal vouchers, and their supporting 
papers. 

Dow Jones & Co., Inc. — Finds the Cum- 
mins Perforator a valuable replacement 
for the date stamp. “‘We perforate the 
day’s date through 20 to 30 charge tickets 
at a time. This is cleaner than a date 
stamp, and saves considerable time.” 


Kewanee Boiler Corp.— Uses a Cummins 
Perforator principally for canceling paid 
invoices. ““However, we have consider- 
able other canceling to do, all of which 
is done on the Cummins Perforator.” 











The one sure way to kill the invoices 
you pay, and supporting papers, is 
to cancel them with a Cummins Per- 
forator — the machine that punches 
holes you can read in a whole invoice 
bundle in one swift stroke ... with 


no skips or misses. 


With modern business firms pay- 
ing out from 3 to 10 times their net 
worth annually, it is plain smart to 
find out why more and more offices 
are turning from tedious, risky, one- 
at-a-time hand stamping to fast, 


safe Cummins Perforation. 


on a ae ap on on a aa saa anannmaananaaaas 
IN BUSINESS AND BANKS SINCE 1887 i] 
a : CUMMINS BUSINESS MACHINES ' 
1 Division of Cummins-Chicago Corp. ' 
1 Dept. MM-24, 4740 N. Ravenswood Ave., i 
1 Chicago 40, Illinois i 
ft Please send full information on Cummins ; 
t (J Perforators C) Endorsers ' 
For full information, mail coupon or phone : pean 1 
' 

P P ° 4 
Cummins Business Machines sales and Ry ita \at Business : 

L] 
service offices in principal cities : Address of Business ; 
i City State i 
rn ' 
oe oe ——— — oo ae ee oe oe ee oe oe ee ee ee oe ee oe 4 
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... If you intend to build 


a new office or plant 








IHE AUTHOR: N. RR. Caine, editor of 
Pointers. holds a (¢ P. 1 C¢ rlificatle 
Carla and California He IS assenlo) 


the widely syndicated column, “Tax 
aii New York, New Jersey, Pe nnsyl- 
partne) n the firm be aring his name, 








CE \\ eve 


raves or demolishes a building acquired 


taxpayel 


for business or investment purposes, thre 


mmcome tax question arises: Does the 
, 

trabsaction produc a demolition loss 

or a capital expenditure? Under a 


demolition loss, thy taxpayer may claim 


the basis of the demolished building as 


a current income tax deduction: othe 


wise, he is forced to treat the basis ol 


the demolished building as a capital 
expenditure 


Lhe 


this connec tion, that 


Preasury, Reeulations state, in 


a demolition loss 


is not allowed to a taxpaver if he buvs 
a building with the purpose of razing 


it and erectine a new building in its 


place. Under these circumstances, the 


total price that the taxpayer pays fon 


both land and build is attributed 


12 
4 
lor tax purposes solely to the land. The 


reason behind this rule is that the 


12 
o 
building has no value to the purchase) 


and that it is the land alone that he 


in 
tends to purchase and which has a 
value to him. Phe entire purchase 
price is thus allocated for tax pun 
poses to the land none at all to the 


On 


taxpayer had no such intent at the time 


building the other hand, if the 


that he acquired the building, the sub 
sequent demolition of the building will 
eive rise to a deductible loss in the year 
of the demolition. 

Where the question 1S presented to 
the ‘Tax Court, the 


answer depends 


solely upon a non-objective state ol 
mind, upon the taxpayer's intention 
with respect to the building at the time 
that he makes his purchase of the realty 
(the building and plot of ground). The 


Court has two possible alternatives 


ae ke tne had no intention 


taxpayel 


of raving the building at the time of 


its purchase, he may assign to. the 
land only its proper share of the 
total cost. (The later demolition ol 
the building will entitle the tax 
pave) to a loss deduction.) 

2. If the taxpayer purchased the 
realty with the full intention of raz 


ing the building, he may assign the 


total cost of the realty, plus demoli 


tion costs, to the land. (Under the 


second situation, a separate loss de 
duction is not permitted when he 


demolishes the buildin ) 


12. 


Phe second result is not changed by 
the fact that the taxpaver may actually 


use the butldn for business purposes 


1g 
and claim depreciation on it for several 


VCars prion to its actual demolition. 


This rule was recently considered in 


the light of the following facts: 


| hie 


apartment 


taxpayer purchased a fram 


building which was 


Fully rented. The evidence showed 
that he 


intended at indefi 


the 


SOTLIC 
nite time in future to move 


this building to the rear of the lot 
building on 
that 


and to erect a new 


its site. It showed furthe 


he intended to apply the rents 
that he 


received toward the ere 


tion of the new building. “Thre« 


and one-halt later, the tax 
had 
He 


unpleasantness 


vears 


payel the building demol 


ished. was led to this by ex 


treme with = the 
tenants, which caused him to los¢ 
interest in his position as a land 


He 


building 


thereafter erected a 


the 


lord. 


new on property 
after several unsuccessful attempts 


to sell it. 


methods 


Phe taxpayer claimed the basis of 
the razed building as a currently de- 
ductible demolition loss. The taxing 
authorities refused to permit this; they 
insisted, rather, that its undepreciated 
cost should be capitalized. The ‘Tax 
Court sanctioned the deduction. The 
Court stated that the taxpayer did not 
contemplate the demolition of — the 
building at the time that he acquired 
the property; that his determination to 
do so was fixed by conditions which 
arose only after he acquired the prop 
erty. Under such conditions, the tax- 
payer was entitled to a current demoli- 


tion loss. 


Alternatives available to taxpayers 

It is important to note that the tax- 
paver, under the appropriate circum- 
stances, enjoys choice of alternatives as 


to his treatment of a demolition loss. 





Tax exemptions for pension 
plans: Available from the Super- 
intendent of Documents, Govern 
ment Printing Office, Washington 
25, D. C., is the publication Pension 
Trust Procedures and Guides for 
Qualifications: Catalog No. 122.19; 
P 38, 1953, 24 pages—I10c. Exemp 
tion from income tax is granted to 
an employees’ trust which is part of 
a stock bonus, pension on profit 
sharing plan. Ihe rules are set 
forth which have been developed 


and individual releases are codified. 











Phe Tax Court has held that the mere 
fact that the taxpaver did not intend 
to raze a building at the time of its ac 
quisition, but later did raze it) and 
thereafter erected a new one, does not 
mean the remaining cost of the razed 
building cannot be capitalized and 
made part of the cost of the new build 
ing rather than deducted as a loss in 
the year of the razing. 

In this, as in so many. instances 
where large sums of money are in- 
volved, the taxpaver should not initi 
ate or consummate any business trans- 
actions without first giving necessary 
and full consideration to the income 
tax consequences. ‘This reference and 
its intelligent application may spell the 
difference between a highly profitable 
transaction and one that is not. m/m 
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Direct action gives instant answers. 
Increases operator productivity, 
requires less time and effort. 
Three-way control prevents errors— 
signals operator by sight. sound, 
and touch, Call the Comptometer 
representative for details. 
COMPTOMETER ADDING- 
CALCULATING MACHINES are made 
only by Felt & Tarrant 
Manufacturing Co., and sold 
exclusively by its Comptometer 
Division, 1712 North Paulina Street, 


Chicago 22, Illinois. Offices in principal 
U. S. cities and throughout the world. 





Electric and non-electric models 


COMPTOMETER 





(Circle 227 for more information) 











‘Let's talk 
systems... 








b. ing close to a problem is mostly an advantage but 


sometimes a disadvantage. 


viewpoint is in order. Nowhere is this more true than 
in business systems where an outsider like the Moore 
man applies what he has learned from many situa- 
tions to this situation. Here are two cases in point: 


No. 1 — 
INSTALLMENT PAYMENTS 


s = 






up 





_——, 


3-part Moore 
Register Form with 
Moore Register Cash Drawer 


The Problem: Each branch of a de- 
partment store handled complete 
details on customers’ installment pay- 
ments. Each maintained separate 
Accounts Receivable records, with 
bookkeeping machine, passbook, Ac- 
counts Receivable, ledger card and 
control tape. 


Entering simultaneously in custom- 
ers passbook and in the ledger card 
that had to be pulled was slow going. 
Customers waiting in line got impa- 
tient. A separate monthly audit was 
needed at each branch. Credit author- 
ization had to be duplicated and the 
system fell heir to all the pain of de- 
centralized accounting. 


The System: Basis: A centralized ac- 
counts receivable Register and Cash 
Drawer in each branch, operating 
with a 3-part Moore Register Form. 
Procedure: Customer presents pay- 
ment with passbook. Clerk writes re- 
ceipt on the Moore Register. Part #2, 
Temporary Receipt, is taken by cus- 
tomer. Part #1, Cashier’s Receipt, is 
for time being filed with passbook in 


6 


In such cases, an outside 






cash drawer. Part 43, Audit copy, is 
automatically refolded in locked com- 
partment of the register. 

At day’s end, the passbooks with 
cashier’s copies go to the Main Store, 
where Accounts Receivable machine- 
posts, then mails the passbooks back 
to customers, together with Past-Due 
notice to those customers who are in 
arrears. Audit copies (Part #3) also 
go to the Main Store. 


Savings and Gains: Lines are speed- 
ed, with customer time and store time 
saved. Costly bookkeeping machines 
and high-paid bookkeepers are not re- 
quired at each branch. The Past-Due 
tickler has become automatic. Audit 
copies, reaching the Main Store in 
handy continuous-strip form, are a fool- 
proof control and a record for sales 
analysis. With Accounts Receivable 
centralized, there is control over credit, 
branch sales, payments and Past-Due 
charges. The Moore Registers are effi- 
cient and have a hard writing surface 
to increase legibility on all copies. 


No. 2— 
ORDER-INVOICE-BILL/LADING 





10-part 
Moore Fanfold 
Form with Carbon Spotting 


The Problem: A hotel chain also oper- 
ating as a restaurant supply house was 


(Circle 255 for more informaticn) 


using too many paper operations for 
efficiency. Supplving its customers re- 
quired a 5-part Invoice; a 4-part Bill 
Lading; forms for duplicate invoices; 
receipt forms for local deliveries. It 
took 2 separate writings, sometimes 3, 
and hand-stuffing of carbon paper. 
Poor forms design made identifying 
hard and slowed order filling. 


The System: /0-part Fanfold Form 
combining Invoice and Bill/Lading: 
Parts #1 through #6 are Invoice sec- 
tion with copies for Customer, Tab- 
ulating, Bookkeeping, Salesman, File. 
Each part is headed by a color bar with 
code flags in distinctive colors for rapid 
sorting. The 4-part Bill) Lading section 
that follows has carbon spotting on the 
back of 3 copies for later entries on 
copies #7 through #10. Shipping does 
this without the bother of hand-stuffing 
carbon paper. 


Savings and Gains: Speed and effi- 
ciency have been streamlined into the 
form, with 3 typings reduced to 1. 
Fanfold construction allows uninter- 
rupted operation. Floating carbon 
shortens forms-handling time. There 
is easy separation of parts with new 
fast sorting. Carbon stuffing elimi- 
nated. Good spacing, for fast typing 
on the IBM Electric Formswriters. 
Bill/Lading information typed on 
customer’s Invoice copies tells num- 
ber of packages he will receive, thus 
making his inquiry, by call or letter, 
needless. 


° 


a 
x 


\ 
A Rio 
Ss 4 
—_ in hours, 
improvement in service and, above all, 
economies in cost—are possible with 
the right system. Speed in getting to 
these objectives is likelier when a will- 
ing hand is waiting to help. A lot of 
companies find the Moore man a big 
help—and chances are you will. Mean- 
while, the Moore people will send you, 
gratis, samples of improvement in vari- 
ous operations. Write in, on the in- 
quiry card, the operations or office 
procedures that interest you. 
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| diagnostics 


MANAGEMENT 
by Leslie M. Slote 


Ass't. to the Pres., Ketay Mfg. Corp. 


FOR 


Management and Labor Relations Consultant 
Some questions on labor relations 


question: 


Our foremen repeatedly select the 
same people for overtime work, thus 
denying other workers the chance to 
earn premium overtime pay. How 
should our supervisors be guided in 
apportioning overtime? 


diagnosis: 


Foremen usually select either the 
most skilled and efhcient workers o1 
else show some favoritism and prefei 
ence. Good industrial relations policy 
holds that overtime work should be ro 
tated and divided equally and impai 
tially among the workers 7m a given 
10b classification in the same depart 
ment. It is also in the interest of bet 
ter morale and better management to 
train other workers, through job ro 
tation, to perform the same jobs. 

Company regulations should — pro 
hibit workers who are sub-standard in 
performance or not equipped for the 
particular job from overtime work. 
Workers who are habitually late or ab 
sent might also be excluded as a disci 
plinary measure. Overtime should not 
be allowed in departments in) which 
emplovees are on the active lay-off list, 
unless an emergency occurs which ne 
cessitates immediate action. 


questions 


We practice job rotation on 
straight time work. Does it neces- 
sarily follow that we are obliged to 
carry this practice to overtime work? 


diagnosis: 


In one company I know, final assem 
bly operations on similar products were 
divided among several parallel lines, 
each line specializing in assembly ol 
one particular product. During straight 
time work, when assembly bottlenecks 
occurred, skilled workers were tempo- 
rarily transferred from one specialized 
assembly line to another, in order to 


methods 





we 


balance production. Although — the 
products differed, a skilled assembler 
on one line could readily be trained to 
assemble on another line. However, 
when overtime work occurred on one 
of the product lines, only the workers 
on that line were asked by the foreman 
to work. No complaint was made un- 
til such overtime became a fairly regu- 
lar thing and then a erievance was 
placed against the foreman, stating that 
since assemblers were shifted during 
regular hours, there was no reason why 
the assemblers on other lines shouldn't 
be given a chance to work overtime. 
The case was never allowed to reach ar- 
bitration. “The Director of Industrial 
Relations recognized the justice of the 
grievance from the viewpoint of main- 
taining good relations and eranted the 


workers their request. 


juestions 


For the first time in several years 
we anticipate a substantial layoff in 
about 30 to 60 days. Are there any 
steps that should be taken to avoid 
operational and employee problems? 


liagnosis: 


When orders fall off and a reduction 
in work force becomes imminent, a 
company should have an = organized 
plan of retreat to cut back intelligently 
and operate at less than the current 
level of activity. Don’t cut personnel 
haphazardly in a desperate attempt to 
reduce costs. Plan the new volume of 
production to be maintained and con- 
trol costs realistically through the tech- 
niques of forecasting, budgeting and 
determining manpower requirements 
based upon work measurement. And 
finally, try to estimate how many well- 
trained, highly skilled workers will be 
lost by the layoff, so that you can avoid 
crippling your organization. 

Specifically, brief all supervisors and 
members of the management team on 
the reasons for the lavoff, how it is to 
be accomplished, when it will occur, 
who are the personnel involved, what 
policies are to be followed and how to 
answer typical questions that may be 
asked. Have vour Industrial Relations 
Director (or Personnel Director) do 
most of the briefing. Have him inform 
the union, the shop steward and shop 
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Whatever your figurework requirements, 
there’s a Marchant exactly suited 

to your needs...at a price 
soon repaid in greater 
work output. 





Lt Simple! 


Operating a Marchant is 
as simple as child’s-play. 
With a little practice, 
anyone in your office 

oan become an efficient 
operator. 


Ltée Fast! 


Marchant’s quiet, smooth- 
running dial design gives 
you calculating speed 

up to twice that of other 
calculators. 


There’s a Marchant Man nearby. He's ready to prove—by a free trial on 
your own work — that Marchant’s your answer...any way you figure! 





4 
Lté 2 Bay / 
Dollar for dollar, 
Marchant gives you 
more time-saving, built-in 
automatic features with 
guaranteed accuracy 
control. 





(N) () K CH () NT Just mail this coupon with your business letterhead to get your 
AMERICA’S FIRST free... 
GUIDE TO MODERN FIGURING METHODS......... a 





(Circle 248 for more information) 


ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [] 


MARCHANT CALCULATORS, INC. 
OAKLAND 8, CALIFORNIA 
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63. PHOTO-OFFSET PLATES 


“Win-A: MERCURY 





Contest! 


For owners or operators of 
offset duplicating machines 


IT’S FUN! It’s new! It’s national! It’s about the 
easiest contest ever! And it pays off in big, big prizes. 
YOU CAN WIN if you’re employed in or associated 
with an offset duplicating department. It’s nearly as 
simple as that. So, write for entry blank and contest 
rules today. ‘‘Win-A-Mercury”’ or a big cash prize. 
It’s easy! Get entry blank with the coupon below. 


pos ----—— ------- -——— 1 
| 
FREE ENTRY Minnesota Mining and Mfg. Co. 
| BLANK Dept. MM-24 St. Paul 6, Minn. | 
| | 
eT Tee See ere Bl re ea hal ge arg ial ; 
| | 
SEER ea pacada ee oele 
| 
| COORPAIT ADGREES... 0... ccc ccc ccc cecccce wae 
| | 
| ae Seen ZONE....STATE...... | 
PS 
8 (Cirele 253 for more 





FIRST PRIZE 
New\1954 MERCURY 















2"! Prize *500° CASH 
TEN *100°° CASH PRIZES 


Pre-sensitized All-aluminum 


PHOTO-OFFSET PLATES 


Made by the makers of "Scotch" Brand Cellophane Tape 


Made in U.S.A. by MINNESOTA MINING AND MFG. CO, 
St. Paul 6, Minn.—also makers of ‘‘Spherekote’’ Brand Tympan 


BRAND 


fe Et 


Covers and Frisket Papers, ‘‘Scotchlite’’ Reflective Sheeting, .4 Y 
‘Scotch’? Brand Pressure-Sensitive Tapes, ‘‘Scotch’’ Sound “ S, 
Recording Tape, ‘‘Underseal’’ Rubberized Coating, ‘‘Safety- % hd 
Walk’’ Non-slip Surfacing, ‘‘3M’’ Abrasives, ‘3M’’ Adhesives. "ay Kad 
General Export: 122 E. 42nd St., New York 17, N.Y. In we 


Canada: London, Ont., Can. 
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committeemen to gain their confidence, 
cooperation and understanding in han 
dling the situation. Make a clea 
statement detailing how the layoth will 
be handled with respect’ to sentority 
and ability to do the job and give vou 
interpretation of contract clauses. Go 
over lists of personnel to be laid off and 
the order of layotl to tron out difler 
ences with the union before informing 
the shop. For example, is seniority to 
be on a plant-wide basis, by depart 
ment or by job classification? To what 
extent will “bumping” be allowed and 
what importance will be attached to 
ability to perform a= skilled job vs. 
seniority alone, to avoid decimation ol 
critically needed skills? 

Phe next step is to inform employ 
ees about the impending layoll. The 
contract may or may not specify the 
period of advance notice. But common 
sense labor relations policy dictates 
that emplovees should be told before 
hand. In practice, this may vary from 
24+ hours to 2 weeks in advance. A su 
prise layoff can be pulled one day with 
out warning, but it means trouble 
thereafter if there are no extenuating 
circumstances. Tell employees the rea 
son for the layotl; use the bulletin 
boards or personal letters and have the 
foreman explain personally. Don’t let 
questions go unanswered or allow 
grievances to pile up. This serves to 
avoid blunders that mean reinstat« 
ment with back pay or adverse arbitra 
tion awards. Such incidents happen 
frequently, are exploited to full advan 
tage by the union, serve to embarrass 
management, have a_ bad _ effect on 


morale and can be very costly. 


Inform the Payroll Department to 
pay off in full with respect to such 
things, other than salary, as pro-rata 
vacation pay, severance pay, savings 
bonds or any other benefits that may be 
due. Have the Personnel Department 
give each employee an exit interview to 
make sure all questions are answered 
satisfactorily, about the extent of the 
lay-off and prospects for recall, the 
steps to keep up union dues, insurance 
policy and hospital plan and assur¢ 
prompt action on future inquiries. 

And watch your public relations pol- 
icy. Don’t hesitate to go on record 
with a clear, frank statment if asked by 
the press. m/m 
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BURBS 


by John P. Treadwell 
Ass't. to Gen'l. Mgr., Davis & Geck, Inc. 
(Division, American Cyanamid Company) 


as told to Laurence Urdang 
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(Photo: Shea's Studio, Danbury, Conn.) 


Gs Three §=6obasic = factors 
motivated our move to the suburbs: 
First, we had outgrown our facilities , 
and, being spread through four or five 
floors of our Brooklyn plant, our mate- 


rials handling problem was serious. 








Second, we were located in a highly 
strategic area close to the Brooklyn 
Navy Yard. As a key defense plant, 
supplying 70% of the surgical sutures 
used by the Armed Forces, we felt a 
move to a less strategic community 
would be wise. 

Third, a combination of problems 
insurance 


involving production and 


made a move attractive. For example, 




















we use 3,000 gallons of a highly volatile 
chemical every month. Yet, due to fire 
and insurance regulations, no more 
than 50 gallons of this material could 
be stocked at any one time. 


Choosing a new site 


In selecting a site, there was little 
predisposition as to choice of a state. 
The main consideration was one of 
suitability— not too far from our 
former base of operations, yet far away 
enough to lie in a non-strategic section. 
After a search, land was purchased, in 
August, 1951, in a manufacturing zone 
in Danbury, Connecticut; shortly there- 
after, planning began in earnest. Mr. 
C. P. Collins, Executive Vice President 
of Davis & Geck, Inc., appointed me to 
get the operation under way. 

A group called the “Danbury Com- 
mittee” (consisting of the Plant Man- 
ager, Production Manager, Engineer- 
ing Manager, Personnel Manager and 
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For coding labels... 
it counts a lot! 


The Tickometer, a very accurate counting 
machine, can be equipped optionally to mark, 
imprint or “rubber stamp,’ while counting. 
Food and drug firms, for example, use it to code 
product labels. Others use it to date-stamp and 
endorse checks and other items—at speeds up to 
1,000 a minute! 


Thousands of firms, in many different lines 
of business, use the Tickometer to count sales 
slips, coupons, tags, invoices, tickets practically 
anything made of paper. Wherever they use it, 
they find that it not only saves the time and 
work required by hand-counting but makes 
results available eight to ten times faster. And 
it’s so accurate, banks use it to count currency. 


Rented, rather than sold, the Tickometer 
requires no capital investment. Pitney-Bowes 
service is available from 201 locations, coast to 
coast. Ask the nearest PB office for a demonstra- 
tion or send coupon for free illustrated booklet 
and folder, ‘“T'welve Case Studies of Savings.” 
These case studies show the remarkable results 
achieved in the counting and/or marking of 
paper forms by many Tickometer users. 


= PITNEY-BOWES 


| Tickometer 


~~. Counting & Imprinting Machines 

, Made by the originators of 
the postage meter... offices in 93 cities 
in U.S. and Canada. 





rs I Onn oo oes Suen oon oman pen bee em Somioes ee 
PritnNrey-BoweEs, INc. 
4537 Pacific St., Stamford, Conn. 


Send Tickometer booklet | Send case studies 


Ot ——— 


Address 
(Circle 259 for more information) 








Chief Accountant) was formed to han 
dle the main phases of the move. 


The essential aim of the Committee 


Was to anticipate the question that 
would arise in connection with the 
move and to attempt to arrive at the 
best possible solution. It was apparent 
that the physical moving of production 
facilities and office files and equipment 
could be resolved by scheduling to 
avoid interruptions. The biggest single 
factor affecting the entire move, how- 
ever, would be the handling of pei 
sonnel. ‘To ensure adequate employee 
housing, we engaged the Chairman ot 
the Danbury Housing Committee, to 
assist workers who were planning to 


move with us. 


Employee education program 


All our employees knew of the pro 
jected move. The building of the plant 
had begun in December, 1952 — but 
many were uncertain as to whethe: 
they were expected to come with us 
and, if so, where they would live and, 
if not, what disposition would be made 
for them. In early spring, we invited 
department heads and assistants to an 
outing in order to show them the prop- 
erty on which the new plant was being 
erected, to provide a day’s entertain- 
ment and to replace unfounded rumors 
with specific questions. 

“Our Move to the Country,” a spe- 
cial brochure for employees, sought to 
answer many of these questions. All 
employees were encouraged to remain 
with Davis & Geck and to move to Dan- 
bury with us. We explained the reasons 
for our move and the arrangements 
that were being made to accommodate 
those employees who wished to make 
the move. We described Danbury’s cul- 
tural, religious, social, transportation 
and entertainment facilities and urged 
them to discuss matters pertaining to 
our move with their departmental 
supervisors or with the Personnel De- 
partment. 

Finally, company plans were out 
lined for helping those who were not 
able to move to secure other employ- 
ment and their terminal leave pay. 

Two questionnaires were drawn up: 
one to be filled out by the individual 
employee and the other to be filled out 
(in confidence) by the department 
head, for each employee in his depart- 








QUESTIONNAIRE 


(prepared by employee and supervisor) 
Yes, going to Danbury. 


Undecided about move. 
(List reason why.) 


Have found housing in Danbury. 
(Give moving date if known.) 


Have not found kcusing in Danbury. 
(List problems of housing selection.) 


Have furniture to move. 
(Indicate how many rooms.) 


Have family to move. 
(Indicate how many in family.) 


Need assistance to move. 
(Specify assistance and purpose.) 


CLASSIFICATION: 

Executive Technical 

Supervisor or Chief Clerk 

General Office Worker 

Other 

|. Prefer house to rent 

2. Prefer apartment to rent 

3. Number of rooms required: 
a—3 or 4 rooms b—4 or 5 rooms 

c—5 or & rooms d—6 or more rooms 

4. Monthly price range desired: 

b—$75 to $85 

d—$100 to $125 


f—$1I50 and up 


a—Under $75 
c—$85 to $100 
e—$125 to $150 


5. Special requirements wanted: 











ment. The answers were filed and used 


many times during the — ensuing 


months. 


Policy for moving workers 


One of our basic tenets is to avoid 
having “policies’” where employees are 
concerned. Employees are treated as in- 
dividually as possible, not as a ‘“‘mass 
commodity.” Without departing from 
this practice, certain minimum ar- 
rangements were set up and put into 
effect, always with the reservation that 
while some individuals might not take 
full advantage of the services offered, 
others might be compelled to seek ad- 
ditional help. With that in mind, we 
general 


formulated the following 


policy outline: 
| Each employee would be allowed 
» to go to Danbury five times to look 


for suitable housing, with an allowance 


methods 








of $10 for each trip. We preferred that 
house-hunting be confined to week- 
ends, but where it could be demon- 
strated that his presence was required 
during office hours, permission could 
be obtained at the discretion of the sec- 


BUSINESS EXECUTIVES: Here's a real 


economy for you... 
; MAIL In conjunction with the reports 
Q 2: 


tion manager. 


AST 





solve business problems 
envelopes 
oe » from the Chairman of the Dan- 
, SORTING!" bury Housing Committee, bulletins - Lo the best solution 
Y e 4 from local real estate agents (whose in- 


“ng PRS, 





wn 


tegrity and responsibility had been in- it pays Mies 
vestigated) were posted on the main WHY — 
to specify USE. Envelopes 


3t ai é ing 2qui ont : . 
ee ee ee bulletin board at the Willoughby 


saves time reduces cost. Used in 





the majority of U.S. Post Offices and in 
the mail rooms of leading commercial 
firms, universities, colleges, hospitals 
and other institutions. 


CORBIN’S facilities and more than fifty 
years’ experience combined, are your 
assurance of quality equipment at low 
cost. We will help you choose equip- 
ment to meet your requirements. All 
items are constructed of selected hard- 
woods. Shipped assembled, with hard- 
ware. 














Street plant and employees were en- 
couraged to follow them up. 


3 It was realized that, often, a per- 
« fect housing switch would not be 
possible, that a house might be avail- 
able either before or after the proposed 
date of the move (August 30, 1953). 
These contingencies were anticipated: 
a) Prior availability: 
1. If the employee was compelled 
to sign a lease before August 30, 





HOW envelopes are used in mailings, 
packaging and business systems, and 











's to save him from paying rental in WHAT envelopes to use: you'll find 
both Danbury and_ Brooklyn, all these in the U.S.E. ‘“Handbook”’, 
Davis & Geck would undertake to a pocket-size volume 142 pages. 
pay the Danbury rent for a peri- But most important to you is WHY 
od not to exceed two months. . . for a wrong answer here can wreck 
2. If the home was to be pur- your plans. So — you'll be/especially 
Oe * nee - . interested in a new 64-page book en- 
chased before August 30, Davis & titled ““What’s in it for me?”. It runs 
= Geck would undertake to pay in- like a telecast, and tells ‘WHY U.S.E. 
terest and taxes for a period of Envelopes help create/favorable im- 
ed two months. The cost of amortiza- pressions — WHY they are easy to 
a tion was not undertaken by the print 7 WHY they sgal easily and stay 
No. 1000 ’ aig sealed — WHY they ‘carry overloads 
Mail Room Unit company because it accrues to the securely This booklet tells the 
, ® it d ' ° e “ a : } ‘ 
CORBIN OFFERS WIDE iia taney sy direct benefit of the home owner. story of quality¢control: the never- 
bey your specific needs. b) In the event an employee would ending work at U.S.E. plants and lab- 
vid vinoki tea not be able to secure suitable hous- oratories to maintain the high quality 
ire * Key Cabinets ing until some time after the date of standards which enable us \to back 
sin © Storage Cabinets 5 ee ee ee i every U.S.E: Envelope with \a firm 
in- ° Sorting Tables August 30, or if housing were se- guarantee. / 
* Bulletin Boards . j : 
ass * Portable Tables cured on time but the employee was _. 
om scheduled to remain in Brooklyn be- ee 
ar: yond the August 30 date, the com- iis “One last speedy but practiced inspection” 
Ato pany would undertake to pay his 
hat commutation expenses—in_ either j 
ike direction. > 
ed, Send for c) Special problems received, as al- is ready to help you: 
ad- Illustrated Catalog ways, special consideration. The World’s largest manufacturer of envelopes and your printer and 
we | , Sh a envelope supplier — ready to tell you the HOW-WHAT-WHY story. Ask 
* Weed Products Division Dept. A_ | them for free copies of the U.S.E. “Handbook” and the booklet “What's 
ra Mean | 4 It should be noted that the major- in it for me?”, 
| eee Sik Batre Metre cow pwr oe | = ity of our employees are women, er _— 
| jini | many of whom are married, whose UNITED STATES Hist : 
vec Fi * 9 area 5 " , . rea e 
“1 Bee husbands’ places of employment were ENVELOPE COMPANY Springfield 2, Massachusetts 
Reresyes | also in the New York area. For those 
nce ct a ee: Seek ae samy eames palin aaah 15 Divisions from Coast to Coast 
(Circle 206 for more information) (Circle 272 for more information) 
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All new engineering ree 


QUALITY 





Here’s an X-ray look into 
the easiest operating desk you can buy 


This new “Y and E” 


New 


ease of 
operation 








I. New Nylon Stationary Bear- 2. New Effortless Locking— 


desk keeps its handsome, accepted style—but 20 engi- 


neering changes make it the most adaptable, easy-to-use desk you can buy. 


ings glide drawers quietly in and new spring and locking mecha- 
out with effortless ease. 


nism give easy and positive lock- 
ing and unlocking. 


3B. New Sliding Sabrance Shelf is 4. New Drawer Stop, spring con- 5. New Roomier Utility Tray for 
reversible, can be used as utility trolled, positive action—drawer more convenient storage. All 
drawer. Glass insert or pin tray removal simplified. 


is available. 


For complete information on how 
these new desks can benefit your 
company, please write for free bro- 


chure No. 3808. 
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compartments full height of 
drawer—no spillage. 


YAWMAN.~»? FRBE MEG. ©. 


1017 JAY STREET, ROCHESTER 3, N. Y., U. 


(Circle 


275 for 


more. information) 


New Flexibility 
Same desk adapts 


for different uses 


Reverse pedestal 
to get: 








Replace typewriter 
pedestal with drawer 
pedestal to get: 


fae SEES 





Replace pedestal with 
end panel to get: 


——— —— —, 








Reverse pedestal and 
end panel to get: 


You can meet many 
changing needs through 
rearrangement of original 
parts. By stocking a few 
spare parts youcan quickly 
and easily change this new 
desk to almost any model. 





G. Choose either Recessed or Flush 
Back on original equipment. Can 
be easily changed from one to the 
other at any time. 


Nationally distributed through 
branches, agents, and dealers. 





employees who felt that family and 
other ties were too strong to permit 
them to make a move of this kind: 

a) As much help as_ possible was 

given to them in securing other em- 

ployment: some office personnel 
were shifted to the American Cyana- 
mid Company offices in New York; 
14 or 15 of the top local firms were 
alerted to help in placing employees 
and application blanks were proc- 
essed and interviews arranged. 
b) They received severance pay in 
an amount commensurate with their 
salary and period of service. 


A Davis & Geck would assume the 
® costs of moving employees’ furni- 
ture and family effects from Brooklyn 
to Danbury. 


6 Progress reports were submitted to 
« the Danbury Committee by _ its 
members so that, through its members, 
using the information in the reports, 
the chairman of the Committee could 
control the entire moving operation. 

Throughout the entire period that 
this was in effect, it was constantly 
emphasized by management that the 
company did not feel it was “doing any 
favors” for the employees, but merely 
accepting the responsibility of the 
move. 


Recruiting local labor 

We were quite aware that moving a 
large company into a community where 
the labor rates differ, where anything 
new may seem “foreign,” was a prob- 
lem in “winning friends and influenc- 
In order to help pave the 
way, a brochure, “Friday at Davis & 
Geck,” was prepared and distributed. 
It mentioned the employee advantages 
and proved very successful in helping 
to recruit personnel locally. It must be 


ing people.” 


said here that we were extremely 
cautious lest we invoke claims of labor 
“pirating” and checked all references 
with a great deal of care. 

For those who were recruited, we 
hired the local high school for the 
months of July and August and, en- 
gaging two of the teachers to help us, 
initiated a training program, with the 
result that when the plant opened late 

August, 90% of the employees were 
“experienced.” While we had _ been 
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compelled to assume only the most pes- 
simistic attitude with regard to labor 
availability, we have been delighted 
since to have found our fears were 
unnecessary. 


Equipment and operations move 


The business of manufacturing su- 
tures is one in which the “back order” 
is virtually non-existent: almost every 
single order is filled within 24 hours of 
Hence, 


maintain a full production schedule 


its receipt. it was necessary to 


throughout the move. ‘This problem 
coupled with the fact that over 90% 
of the skilled labor was not able to 
make the move with us, served to com- 
plicate matters even more. It was, 
therefore, planned to keep the produc- 
tion unit in Brooklyn in operation 
and, at the same time, to commence 
building up the factory in Danbury. 
\s the new production facilities in- 
creased in productivity, the Brooklyn 
section was decreased. 

The same plan applied to other de- 
partments in the company which con- 
cerned themselves with office work. 
careful planning, the timing of the 
move of personnel from Brooklyn was 
made to coincide with the completion 
of the two-month training period of 
new employees in Danbury, with the 
result that the entire staff of executive 
and company personnel, plus all the 
office employees who agreed to accom- 
pany the firm, moved out of Brooklyn 
on Friday, August 28, and were at work 
in Danbury on Monday, the 3lst of 
\uegust. In this interval, all the re- 
quired office furniture and equipment 
was taken from Brooklyn by men who 
worked all Friday night and Saturday 
morning. This equipment was deliv- 
ered to Danbury on Saturday morning 
where men were waiting to install it. 
These men worked all day Saturday 
and Sunday along with service com- 
pany employees so that when em- 
work Monday 
morning, they found the office com 


ployees reported for 


pletely organized with everything in 
place and telephones installed and 
operating. 

It is significant to note that through- 
out the move, in order to reduce error 
to a minimum, the work of certain key 
departments besides production was 
also slightly overlapped. m/m 
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EDISON TELEVOICE 
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EDISON'S NEW FASHIONED PHONE DICTATION 
SYSTEM SWEEPS NATIONAL PREFERENCE POLL! 


“First choice is TELEVOICE!” So say the nation’s biggest and busiest 
offices in a recent, independent, coast-to-coast survey! They proved 
their preference by purchasing it — 3 to 1 over any other! Edison was 
years ahead in introducing phone network dictation — and is still 
years ahead in design, simplicity, accuracy and experience. Only 
Edison has a dozen patented, can’t-be-copied features that will speed the 
work flow of your entire office. Only Edison has years of experience in 
prescribing the just-right system to handle the work load. And only 
Edison makes TELEVOICE, the preferred system, used by companies 
like ESSO, GENERAL ELECTRIC, U.S. RUBBER, OTIS ELEVATOR, PROCTER & 
| GAMBLE, BORDEN’S, and thousands of others. With one typist handling 
j the dictation traffic of up to 20 dictators, EDISON TELEVOICE will serve 
and save for you if you have three dictators or more. Investigate! 


These Amazing Savings Show Why 
TELEVOICE Is Preferred—3 to 1! 


...CUT 70% 


Dictation-to-signature time ......... CUT 75% 


CUT 47% 









Yearly dictation time of executives 





Cost of dictation service per day . 
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A DICTATING PHONE NETWORK TO SPEED OFFICE SE FLOW 


GET THIS NEW FACT-PACKED 16-page BOOK that tells 
why more than 1000 new users a month are turning to 


TeELEvoice! Send handy coupon today — don't 
delay — just clip to your letterhead and mail it! 
Or phone local representative listed under 


EDIPHONE or EDISON VOICEWRITER. 


Q Edivon. 


INCORPORATED 
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EDISON (Ediphone Division) 
75 Lakeside Avenue, West Orange, N. J. 


Please send me “5 BIG BENEFITS OF EDISON TELEVOICE” 


f NAME TITLE 





COMPANY 





televoice 


ADDRESS 








= : . é CITY __ZONI STATE 
225 for more information) 
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YOUR FIRST CHOICE 1S TELEVOIGE 
«BY MORE THAN 3 10.1 / 














THE ROYAL TREATMENT 
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... that didn’t work 


Whenever Mr. Big came to visit he got 
the royal treatment. He would be bowed 
into the boss’s office and the expensive 
cigars would be pulled out. If there 
were such a thing as a carpet to unroll, 
you can bet it would have been for Mr. 
Big. He was a good customer. 


But one day the company lost Mr. Big’s 
account. No one could figure out the 
reason. His orders were always filled 
promptly and no complaints were ever 
heard. Finally the story came to light. 
Mr. Big used to receive a lot of corre- 
spondence from the company: acknowl- 
edgment and “thank you” letters, let- 
ters about new products, improvements, 
etc. ... all processed or printed. Not an 
individually typed letter in the bunch. 
After a time this began to rankle Mr. 
Big, and soon he started thinking bad 
things about the company and its cold, 
impersonal letters. Then, one morning 
he received a “personal” letter from the 
president of the company which was 
obviously processed. That did it. 


Processed or printed letters are not the 
answer to cutting correspondence costs. 
The economical solution is to type let- 
ters automatically on Auto-typist equip- 
ment... the way hundreds of large and 
small businesses are now doing. Let us 
send you information on how automatic 
typing is being used today. -- 
No obligation. 


AMERICAN AUTOMATIC 
TYPEWRITE COMPANY 
Dept. M-2 

614 N. Carpenter Street, Chicago 22, Illinois 
Gentlemen: Please send me your book ‘'How 
to Use the Auto-typist.’‘ 


| te 
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Company 


Address 


City Zone State 


(Circle 205 for more information) 


14 


— ee eee eee ee ee ee ee 








A report to top management 


How to get your moneys worth 


es [ff your employee pub- 
lication fulfills its purpose, naturally 
what it But 
guides do you have to determine the 


it’s worth costs. what 
purpose? Though it varies with every 
company, a completely successful pub- 
lication could be said to generally ful- 
fill these objectives: 


1) Educate and inform employees 
about their company’s ‘operations, 
products and personnel. 

2) Report and interpret company 
finances and 
ployees. 


economics to em- 
3) Give recognition for individual 
and group accomplishment. 

4) Develop company pride, loyalty 
and spirit. 

5) Promote health and safety prac- 
tice in plants and offices. 


6) Bridge the gap between the job 
and the home. 


An employee publication should aid 
in establishing mutual understanding 
and cooperation throughout a com- 
pany and act as a means for the ex- 
change of ideas between labor and 
management. 


Frequency and distribution 


Company publications range from 
weeklies to quarterlies, though the 
majority are monthlies. Passing copies 
out at the plant and mailing them to 
the employees’ are the two 
methods of distribution most widely 
used; some companies use a combina- 
tion of both for optimum circulation. 


homes 


Company 


A survey of 84 companies showed 
the following: 


Number of Method of 


Companies Distribution 
23 Bulk distribution to central 
points. 
oe Mail to homes of all em- 
ployees. 
1] Distribute through foremen 
or department heads. 
9 Distribute to employees at 


their desks or on their jobs. 


6 Messenger delivery to all 
employees. 

6 Distribute with pay en- 
velope. 


3 Mail to homes of employees 
at remote places. 


2 Magazine placed in a con- 
tainer beside time clocks; 
employees help themselves. 

] Container at paymaster’s 
window; employees help 
themselves. 

I Employees call at the office 
for their copies. 

1 Magazine sold. 

1 Employees absent at the 


time of delivery call at the 
personnel office for a copy. 


Content and readership surveyed 


The question of content is the most 
important consideration in getting 
readership and, in turn, results. Con- 
tent pertains to manner of presenta- 
tion as well as slant. Equal space, at 
least, should be devoted to 
ment’s likes and reader’s likes, with the 
preference toward the reader’s likes. 
If judiciously planned and executed, 


manage- 


copy can be tailored to suit both man- 
agement and reader. 

A survey was made recently of a 
group of company publications with a 
total circulation of 674,000. The types 
of features (the manner of presenta- 
tion was the real criterion) were tested 
for employee readership. 

This summary might well act as a 
guide in determining the makeup of an 
employee publication. If the purpose 
of the publication is to get readership, 
giving the readers what they want in a 
manner palatable to them should ac- 
complish the objective. 


Popularity of features 


The four most popular features are 
of the same nature as those most popu- 
lar in regular commercial magazines: 
picture stories, local news, celebrity- 
human interest profiles and cartoons. 
Giving away something for nothing is 
not enough of an inducement. The 
employee publication must, in a sense, 
vie with commercial competitors for 
the employee’s readership. 

Keep in mind that the averages given 
are not true averages. They represent 
neither a complete cross-section nor a 
sufficient number of typical magazines. 
Also, some of these features appeared 
in only a minority of the publications 
(see chart, opposite page). Therefore, a 
high average score may represent only 
the reactions of employees of one or 
two publications. At best, this sum- 
mary should be but a guide to what 
might appeal to your own readers. 

A further analysis of these scores 
gives even less credence to them than a 
The _per- 
centages in the Some column indicate 


first glance might project. 
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from your 


Publication 


the ability to get people into an article more steady columns. A balance must 
—that is, to get their initial interest be achieved between these two func- 
and attention. The ability to hold their tions (getting and holding interest) for 
interest is shown under the Most a really successful publication. 


column, which shows a marked drop 
for the more popular features. The 

iG iis . Who are the readers? 
ability to both attract and hold atten- 


tion is shown by the less popular but Employees generally rate their pub- 





TYPE OF FEATURE °%o READING %o CARRYING 


Some | Most | THIS FEATURE 
Pictorial Center Spread, Candid 








Camera, Spotlighting, etc. 90 — 62.5 
News of Departments (Sectionalized) 90 24 50 
Cartoons 69 — 100 
Classified Advertisements 62 58 37.5 
Have you met? 7\ 38 12.5 
Twenty-Five Year Veterans 62 43 37.5 
Employees in Armed Forces 58 56 37.5 
News (''Tidbit style’) 55 44 50 
Sports 55 15 37.5 
The Suggestion Plan 5| 38 50 
Plant Cities 4] 36 37.5 
Editorials (Signed) 39 34 50 
Product Advertisement 38 37 25 
Economic Advertisement 37 33 12.5 
Get Well Soon 37 36 12.5 
New Arrivals 33 — 12.5 
Just Married 30 _ 12.5 
Editorials (Unsigned) 28 24 37.5 
Success Stories 28 18 12.5 
Make It Yourself 25 24 12.5 
Health-Doctor's Column 17 14 25 
Women's Features 18 VI 75 
Gardening 15 12 25 
Small Folks Page V1 10 12.5 


Here is a summary showing preferences as far as the type of material preferred. Some of the listings 
are actual feature columns which appear in the magazines used. The average percentage of people 
reading the particular feature is given in two figures: the percentage of those reading SOME of the 
feature and of those reading MOST of the feature. The last column lists the percentage of the 
total number of magazines surveyed which carried the particular feature. 
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ALWAYS READY fr reproduction 


PReWNS visis._e 
PHOTO PANELS 
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You Save 


Time and Money 
ON 


CATALOGS 

PRICE LISTS 
PARTS LISTS 
DIRECTORIES 
INDEXES, etc. 


Tt 


REPRODUCTIONS, SAME SIZE, LARGER or SMALLER 


xe Save Time and Expense of typesetting. Your typewriter 
is your compositor. Revisions easily made. Each line typed 
on individual card so only affected lines need be changed. 
Lines readily added or deleted save proofreading time, too. 


se Illustrations, Headings and Rules can be included. 
Page arrangements easily changed. Reproductions can be 
made any proportionate size and printed by offset, plano- 
graph or other methods of commercial or office reproduction. 


* In Your Office and under your control. Always available 
for instant reference or use. Easily kept up to date. Saves 
last minute rush and possibility of error. Conveniently and 
compactly filed. Protective envelopes keep them clean. 


+ Complete Informatiozi sent upon request. Get the facts. 
Know how much time and money Photo Panels can save on 
your catalogs, price lists, parts lists, directories, indexes, etc. 
Check their many other advantages. Send for details today. 
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ACME VISIBLE RECORDS, Inc. 
CROZET, VIRGINIA 


Representatives in all Principal Cities 


(Cirele 201 for more information) 








ON A SINGLE 


Davidson... 





-ePRINT 


letterheads, 

brochures, 

pamphlets 
3 


.-EMBOSS 


stationery 


-- IMPRINT 


advertising 
material 


. REPRODUCE 


anything that is drawn, 

typed, ruled or written—maps, 
engineering drawings, 

and a host of other material. 











With your Davidson — the only 
machine of its kind—you can real- 
ize substantial savings by using 
whichever method is best suited 
to each job — offset, dry offset or 
letterpress (employing electro- 
types, type slugs, rubber plates). 
Changing from one process to an- 
other requires only minutes. 

Simple to operate, the David- 
son is ruggedly built for years of 
low maintenance service. 








DAMPENING a 
ROLLERS 


PLATE 
SEGMENT 


IMPRESSION 
SEGMENT 


BLANKET 
CYUNDER 





Only Davidson 
Offers You This 
Performance Ability 


With the same unit you can do: 


Letterpress Printing 
Offset Printing 

Dry Offset Printing 
Rubberplate Printing 
Embossing 

Imprinting & Numbering 








DAVIDSON SALES AND SERVICE IS NATIONWIDE. IF, HOWEVER, A 
DAVIDSON REPRESENTATIVE IS NOT CONVENIENTLY NEAR YOU, 
WRITE FOR INFORMATION ON DAVIDSON’S UNIQUE ABILITIES. 


DAVIDSON CORPORATION 
DEPT. H-42, 29 RYERSON STREET, BROOKLYN 5, N. Y. 
A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 


(Circle 221 for more 


information) 





lication as the best source of company 
information. Group meetings and _ in- 
dividual talks with supervisors are 
rated as the two next best sources. So, 
it would seem, workers are pre-disposed 
to accept what they read. Ninety-seven 
percent of these workers feel they can 
believe what they read in company 
publications. 

With such a ready-made _ potential 
audience, readability will have a great 
deal to do with determining the ef- 
fectiveness of the publication. Read- 
ability depends basically on ascertain 
ing the educational level which best 
suits the readers. As used here, ‘“read- 
ability” denotes the degree of difficulty 
of the copy so far as word length, 
sentence length and structure. Material 
which has many long sentences and 
long words is normally more difficult 
to read than material composed of short 
sentences and short words. Conversely, 
in the publication studied, the average 
reader educational level was ‘“‘some 
high school.” A breakdown of all pub- 
lications revealed an average sentence 
length of 19 words and 157 syllables 
per hundred words. 

A close percentage correlation of 
education to thoroughness of reading 
was shown. Here are the average 
amounts of the latest issues of the 
publications surveyed read by the vari- 
ous educational level groups: 


Some Grade School 58%, 
Some High School 63% 
High School Graduate 73% 
Some College 66%, 
College Graduate 80%, 


The workers, themselves, it should be 
remembered, are not the only readers. 
For each copy there are probably an 
additional 1.4 readers among’ em- 
ployees’ families. Many publications 
also send copies to stockholders, local 
clergy and community leaders, in- 
dividual and company business asso- 
ciates, customers and suppliers. Al- 
though the main intent is to write for 
the employee, these ‘fringe’ readers 
must also be kept in mind when de 
termining readership level. 


Test your publication 

The only way to find out if your 
publication is paying off is to ask your 
readers. A properly conceived, executed 
and interpreted employee poll can give 





you a definitive answer. A_ general 


study should show the extent and ac- 
ceptance of your present readership 
and indicate editorial changes to be 
made to increase reader interest. 

The first step in the survey is to de- 
cide how extensive the questioning will 
be: all employees or a sampling? Nor- 
mally, this is determined by the 
amount of time and money available, 
as well as the degree of management 
cooperation. Larger coverage will prob- 
ably give more accurate results. 

If a sampling survey is to be made, 
an analysis of readers must be unde 
taken with a breakdown as to sex, age, 
education, occupation, length of em 
ployment, etc., so that a truly repre 
sentative cross-section is sampled. 

At least a dozen of your past issues 
should be analyzed in order to make a 
representative list of the types of fea 
tures appearing. Those features which 
do not have a regular title should be 
categorized under a general descriptive 
heading (see questionnaire, opposite 
page). 

The questionnaire should be de- 
signed by someone familiar with market 
research or employee testing. Each 
question and answe) should be planned 
to tell you something about your read 
er and your publication. If your bud 
get permits, consider carefully the pos 
sibility of employing an independent 
market research firm to conduct the 
entire study. They undoubtedly will 
come closer to giving you an accurate 
picture than your publication staff. 

Employees should be encouraged to 
give frank, unbiased answers. No 
names should be required of those in 
terviewed. Try to make them feel tree 
to give any criticism of any phase ot 


the company publication. 


In examining a number of question. 
naires, invariably the first question was 
a variance of “How often do you re- 
ceive a copy of the company paper?” 
Just as consistently, the answer was 
never “every issue” or “always.” Fu 
ther inquiry was not made of why 
every employee did not receive every 
issue. This is not a question of readet 
interest, but merely one of mechanical 
distribution. Questions should be de- 
signed to give you the most complete 
possible answer. They should cover the 
range from regularity and intensity of 


‘continued on page 18) 
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Company publication continued 


QUESTIONNAIRE 


Dear Reader: 


We want to find out what you think about your company publication 
in order to make it the kind of magazine you want to read. 


Only you can tell us what you like 





and dislike. Your answer will be 


our guide in determining what future issues of your publication will 
contain. Please be frank and honest in your answers. Do not sign your 


name. 


I. Do you know the name of 
your company publication? 
Yes— No— 


i yer, wim i 


2. How often do you receive it? 





Every issue Rarely — 
Every other issue — Never — 
Occasionally — Do not know — 


3. Would you like to receive it 
regularly? 
Yes — No — 


4. How do you receive your 
copy? 

In the plant — By mail at home — 
In the office — 

From the supervisor — 

Woeth my paycheck — 

In the lunchroom — 

Other (specify) —— 





3. Do you have any preferences 
as to how you would like to re- 
ceive it? 

By mail at home — 

With my paycheck — 

Other (specify) 





6. Do you regularly take it home 
with you? 
Yes — No — 


7. How regularly do you read it? 
Every issue I receive — 

Most every issue — 

Occasionally — Rarely — Never — 
8. How much of it do you usu- 


ally read? 


All — 5% — 50% — % — 


9. Does anyone else read your 
copy? 


Wife — Children — 


Husband — Parents — 
Brother or Sister — 
Others — 


10. Which features do you like 
best? 
(Number them 1 to 10 in the order 


of your preference). Include any 
you would like to read, but which 
do not now appear! 

Pictorial — Sports — 
Departmental News — Editorial — 
Profiles— 

Announcements— 

(Birth, Engagements, Marriage) 
25 yr. Employees — 

Success stories— Cartoons — 
“Gossip” column — 

“How to build” — 

Health column — Gardening — 
Women’s Fashions— 

Children’s column — 

Men’s fashions— Advertisements — 


11. Has the publication § im- 
proved since you started reading 
it? 

Yes — No — 

In what way? == 








12. Do you feel any one office, 
plant or department receives 
more than its share of space? 
Yes — No — 

If yes, which one(s)? 


13. Would you like the publica- 


tion to be: 
Continued — Discontinued — 


Please fill in as much as possible 








of the following statistical informa- 
tion. 


A. Male — B. Office — 
or or 
Female — Plant — 


C. Number of years employed: — 
If you have any further comments: 





FAST—LOW COST ELECTRONIC METHOD TO 
¢ cut mimeograph stencils 
f' MT] a ad ' e make offset masters 
e make positive single copies 


SO EASY TO OPERATE—ANYONE CAN DO IT 


For graphic material such as office forms, drawings, etc. 





> Insert original — 
push button 


NO 
CHEMICALS 
DEVELOPING 
POWDERS 
HEAT, LIGHT 
FUSS, BOTHER 





Carry on other 
work for from 
3 to 6 minutes 





Remove stencil 
or positive copy 


Substantial savings of time and money are 
effected. Intricate office forms or legal docu- 
ments or engineering drawings reproduced 
from one (single positive copy) to thousands 
(using your office duplicating equipment). 
No proof reading necessary. Write for 


STENAFAX brochure. 


TIMES FACSIMILE 


CORPORATION 
Biltmore Arcade, 43rd St. and Madison Ave., New York 17, N. Y. * 1523 L St., N. W., Washington 5, D. C. 


(Circle 271 for more information) 


Ready for 
immediate use 
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A NECESSITY IN MODERN BUSINESS —— 





Here’s Another 
Way To Save Money! 


Wherever stapling is done in your 
office or plant, STAPL-A-MATIC will 
do it faster, better, more economically! 
No more “banging away” at old 
fashioned staplers — with STAPL-A- 
MATIC stapling is effortless . . . uni- 
form .. . quiet .. . foolproof! It’s 
portable (plugs in anywhere), good 
looking (an asset to the appearance of 
any office), AND IT PAYS FOR 
ITSELF IN NO TIME! Cuts costs up 
to 70% or more. 


THE =97ayplex <O. 
776 FIFTH AVENUE 
BROOKLYN 32, N. Y. 


Write for literature 
ENED BEE) BLES Geet) CR RD RAE RUNGE, Ge Ce IO 
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The Automatic Electric Stapler 





Just Insert the Work 
Two Hands do Much More 












Gentlemen: 


C) Please send me more information about your 
STAPL-A-MATIC. 


(CO Please arrange for a no-obligation demonstration. 
tt \ erervererrrrreervrereeLieecrteriuri twirl 
«  , SEPT ERTECI TCT CET TT ee eer 
ADDRESS .. 


Uses Standard Size Staples 
Reloads in Seconds 

Neo Parts to Remove 
(Circle 267 for more information) 








No Doubt About It! 


You profit two ways 
when you equip 
your office with 
these two great 
reference books 


The success of your business may well be 
affected by the accuracy of your corre- 
spondence. No doubt about it, poorly 
worded correspondence and inaccurate 
facts and figures have ruined many busi- 
ness transactions. That is one reason why 
it will pay you to equip every executive, 
stenographer, and secretary with an indi- 
vidual copy of Webster’s New Collegiate 
Dictionary and to equip your office or 
departments with at least one copy of 
Webster’s New International Dictionary, 
Second Edition. 


Assure accurate 
correspondence 


When you place these up-to-date reference 
books at the finger tips of your personnel, 
you minimize the human temptation to 
guess, and your business gains the prestige 
of correctly spelled, precisely written cor- 
respondence with the added assurance of 
accuracy. 


Increase office efficiency 


You increase office efficiency, too. Ste- 
nographers and secretaries without a desk 
copy of Webster’s New Collegiate waste 
valuable time tracking down the correct 
spelling, proper division, or standard 
abbreviation of a word. Executives in an 
office not equipped with Webster’s New 
International Dictionary, Second Edition, 
must often search through numerous 
special reference books to find information 
that would be at their finger tips with 
this ‘great question answerer.’ 






For desk use 


Webster’s New Collegiate 
assures correct spelling, 
proper word division, 
precise meanings, ac- 
cepted abbreviations, 
preferred pronuncia- 
tions, accurate word usage, 
and sound facts about per- 
sons, places, weights, measures, monetary 
units. This up-to-date “business hand- 
book”’ has 1,196 pages, 125,000 entries, 
and costs only $5.00 unindexed, $6.00 
indexed. Even less for ten or more. 


For general reference 








Webster’s New Inter- 
national Dictionary, 
Second Edition, is an 
unimpeachable volume 
of 600,000 entries, thou- 
sands of encyclopedic ar- 
ticles, 12,000 illustrated 
terms, magnificent color 
plates, biographical and geographical sec- 
tions. It is “the Supreme Authority” of 
the nation’s courts, universities, and the 
Government Printing Office. It is equiv- 
alent in type matter to an 18-volume en- 
cyclopedia—truly the greatest value in 
book form in the realm of knowledge. Yet 
it costs only $35. A handsome table 
specially designed to hold the book at a 
convenient angle is available at $29.50. 

Mail the coupon for full information 
about how these books can pay your 
company dividends in time and money. 


CAUTION: Merriam-Webster dictionaries are the only dictionaries directly descended from the original 
work of Noah Webster, America’s greatest lexicographer. They are kept constantly up to date 
by the famed permanent Merriam-Webster editorial staff. Insist on Merriam-Webster — the 
finest dictionaries with which you can equip your office — at book, department, or stationery stores. 





a 


G Mevuam-Websli 


REG. U.S. PAT. OFF, 


el ee ii ete | 


G. & C. MERRIAM CO., Publishers, 2M-1 
Springfield 2, Massachusetts 
Please send us additional information about Webster's New Collegiate 
Dictionary and Webster's New International Dictionary, Second Edition. Our staff would 
require about .................... desk dictionaries. 


(Circle 250 for more information) 
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readership to likes and dislikes of fea- 


tures. The sample questionnaire 
merely indicates the type of questions 


which can be used. 


Action of findings 

After the questionnaire has been 
set up, interviews completed and _ re- 
sults tabulated, a difficult task remains. 
These findings must be properly inter- 
preted and used as a guide for im- 
provement, 

Compare what the reader liked most 
to what he got and how much of it. 
However, the publication should not 
be completely changed as a result of 
the poll. Naturally, the publication 
cannot be exclusively pictures and 
cartoons, for instance, just because a 
poll indicates these are the most popu- 
lar with readers. The action to be taken 
must be in line with the original ob- 
jectives. A balance must be struck to 
keep these objectives while catering 
more to employee likes. 

There are a number of things you 
can do, in the matter of policy, to help 
you make your publication pay off. 

It is advantageous if the editor is of 
executive level or has direct access to a 
single authority who can speak on mat- 
ters of company policy. Red tape 
should be eliminated as much as _ pos- 
sible in the approval or disapproval of 
editorial material. In addition, the 
editor should have access to all future 
company plans and be in a position to 


report and discuss them. 


News should be given to employees 
first in the company paper, before it 
has a chance to leak out from an un- 
authorized source. News makes _ its 
greatest impression the first time it Is 
read or heard. Subsequent explanations 
or revisions never have the same im- 
pact. Readers should be groomed to 
expect company news and policy to be 
reported promptly and accurately. 

Every opportunity should be taken 
to discuss the company’s finances, 
profits, costs and all phases of opera- 
tions. Readers should be reminded 
about company _ benefits (retirement 
fund, vacation, bonuses, social activ- 
ities, recreation facilities, hospitaliza- 
tion and welfare programs) and shown 
that the company is a good place to 
work. m/m 











jr ( 
° spee | 
e accuracy 
e coordination! 


You need all three in handling 
your business figures for the 
good control that keeps you 


winning. 


R&S will ‘knock out’ costly 
delays in getting the figure 
facts to you on sales, payrolls, 
inventories, etc. We have the 
latest in tabulating equip- 
ment, an expert staff and 
broad experience in “‘train- 
ing’ figures for all kinds of 
business. 


We'd like to send you our 
new booklet, ‘Bring Your Fig- 
ures up to Date’; write Dept. 
AB. 


Recording & Statistical 


Corporation 
100 Sixth Avenue 
New York 13, N.Y. 
BOSTON * CHICAGO «+ DETROIT 


(Circle 261 for more information) 
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How an 


intercom 
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our cost 


accounting 
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4 Shop worker calls in to timekeeper 


es very time a worker in 
one of our plants starts or completes a 
job, he presses a button on an inter- 
com box, waits for a go-ahead signal, 
then is apt to report like this: “Smith, 
17, to tower. Starting F 309. Shear- 
ing. Over.” After an  acknowledg- 
ment, he returns to his job and the 
intercom flashes off. 

This “Buck Rogers” business is the 
key to a new Bettinger cost accounting 
system which keeps us literally ‘on 
top” of all labor and production prob- 
lems, saves money and consistently bol- 
sters employee morale. 

At the “control tower” a timekeeper 
takes the message, gets hold of the 
worker’s labor ticket and writes down 
what he’s just heard on his master re- 
ceiver: the employee’s name, clock 
number, the shop order for the particu- 
lar job and a description of the oper- 
ation being performed. He _ punches 
the card each time on an electric time 
clock. Later, he will add up all the 
times on the labor ticket and feed the 
data to the cost accountant sitting right 
next to him. By setting up cost ac- 
counting in this modern central con- 
trol room, we’ve come up with a fairly 
foolproof system. 

We manufacture high-temperature 
ceramic coatings for use on anything 
from chalkboards to valuable “hot 
parts” for jet engines. Since our prod- 
ucts and operations are so diverse (in- 
cluding plenty of special-order jobs), 
we must have a way of controlling costs 
as they are being met. Jobs may be 
cancelled suddenly, production costs 
may be running too high and so on. 
We need a work-in-process job cost ac- 
counting which accumulates costs pro- 
gressively throughout the month—so 
that cost figures are available at a mo- 
ment’s notice. 


Needed facts faster 


In the past, when we wanted to pin- 
point a certain operational cost, we 
could not get reliable figures until ow 


€ Timekeeper records data on labor ticket 


by Robert A. Weaver, Jr. 


President, Bettinger Corporation 


old-fashioned “historical” cost system 
started into motion. By that time, it 
was too late to take any corrective 
methods. ‘The new system not only 
discloses the facts in time, but is also 
a good way of making sure during pro- 
duction that actual costs are not going 
to run ahead of our estimates. 

Setting up the system wasn’t easy. 
At first, the men on the line objected 
to the nature of all this individual con- 
trol—it smacked too much of a ‘1984 
gestapo spy system.’’ Of course, since 
nothing of the sort was intended, we 
were positive that if we showed a little 
patience, the people in the plant them- 
selves would eventually accept the sys- 
tem. ‘This stands to reason, since it 
saves time and trouble by eliminating 
punching and filling out time clock 
cards; there’s no embarrassment or 
anger in having to record complex 
facts; it helps forgetful individuals who 
never remember to enter their starting 
times and then end up remembering 
all the wrong facts. 

So we allowed a smooth, gradual in- 
doctrination period—and didn’t expect 
any real results for the first few months. 
Meantime, Fred Shaw, our Vice Presi- 
dent and General Manager, sat down 
with the workers and their union rep- 
resentatives and discussed the idea. 
The men in the “tower” pitched in by 
adding a touch of good nature and 
their own tricky lingo. It soon caught 
on with everyone and was running 
smoothly. 


How the method works 


Let’s get back to the “control tower” 
and find out just how this thing saves 
time, money and headaches. When a 
particular job has been completed and 
the last worker has called in his final 
time, the cost accountant has collected 
all the labor tickets. He records the 
workers’ outputs, determines overtime 
and absenteeism information and then 
puts down all the pertinent labor data 
on a Job Production Cost Sheet. By 
this time, he’s already entered material 
costs and certain predetermined over- 
head costs on the same sheet. In addi- 
tion to it being a complete picture of 
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Figures Payrolls In 
1/3 of Former Time 


@ Accurate! Consists of plastic base on which 
wage discs are placed, and topped by plastic 
dial, One turn of dial gives length of time 
worked and —— earned — in straight time, 
overtime, or both. Daily basis up to 6 days also 
instantly computed. 

@ Wage discs are interchangeable, and applic- 
able disc is inserted rage: | by lifting off 
movable dial. Extra discs of standard wage 
rates come with each unit, and blank discs are 
available for writing in unusual hourly rates. 


SOLD ON MONEY BACK GUARANTEE 
PRICE $19.75 
Including Assorted Wage Discs 
(In ordering, specify your wage rates) 
See Your Dealer or Write 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 














(Circle 226 for more, information) 
















wo USE 
LOOKING, 
OSCAR uw YOU 
CAN'T SEE MY 
PAYCHECK 
THROUGH THIS 










PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook”” Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 

Send for Samples 
and Prices Today 


(Circle 257 for more information) 
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Hungry for facts you can get your teeth into? 


“Because of Keysort”, says controller Sidney R. Hill, “ 
don’t have to wait until the end of the month to see what 
the profit-and-loss statement will look like.” 


Daily operating reports and weekly summaries can have a 
company cooking with gas. One company doing just this is 
Cribben & Sexton, manufacturers of Universal Gas Range. 
A simple but ingenious system of McBee Keysort cards 
gives C&S an accurate running picture of current progress, 
showing each department’s performance against its budget. 
Before 3 o’clock each day, for example, a production con- 
trol report, covering the previous day’s work, goes to de- 


partment foremen, the plant superintendent and the pro- 
duction control manager. This measures efficiency of men 


and machines, reveals whether production is up to schedule. 
C&S executives also receive daily sales reports plus scrap 
and rejection reports. Weekly reports give expenditures 
for each department as compared with budgeted expenses. 


MAIL THIS COUPON TODAY 


The McBee Company * 295 Madison Ave., New York 17,N.Y. 








McBee Keysort cards are used in every phase of Cribben 
& Sexton’s operation. C&S gets the prompt accurate facts 
it needs without specialized personnel, without costly ma- 
chine installations... at less cost than any similar system. 
The McBee representative near you may have the perfect 
solution to your own record-keeping problem. Ask him to 
drop in. Or mail the coupon below. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort—The Marginally Punched Card 
fe) 4295 Madison Avenue, New York 17, N. Y. 
Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 





We’re interested in knowing how KEYSORT can improve ges 
MATERIAL COSTING ORDER 
our AND INVENTORY CONTROL ANALYSIS 
PRODUCTION PAYROLL AND 
CONTROL LABOR COSTING C] 
FIRM__ ae —_ 
| ADDRESS : CITY 
1 ZONE_ STATE. Olas = 
, oy NO. OF EMPLOYEES 
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the job as it progressed through the 
shop (since it’s a summary of all costs), 
the cost sheet also indicates the gross 
and net profit to us. After every scrap 
of data has been collected, the cost 
man puts everything into one folder 
and routes to top management. 

Because the cost sheet is kept up on 
a day-to-day basis, we get the complete 
folder as soon as the job has been 
moved into the shipping room, so that 
we can check costs against the selling 
price before the invoice is sent out. By 
being able to determine accurately the 
time spent by workmen on each job, 
we can show that the prices on certain 
operations have not been adequate (or 
else too high). As the result, we can 
raise or lower prices to cover the situa- 
tion. Similarly, overhead costs are 
also certain to be more precise, al- 
though we review them quarterly, 

But that isn’t half the story. Say we 
reach the end of the month and a job 
is still in production. Our cost man is 
constantly checking his figures with a 
standard cost sheet which lists esti- 
mated expenses. If everything goes 
smoothly, on the last day of the month 
he fills out a work-in-process cost sheet 
and we arrive immediately at inventory 
figures. This allows for a quick ren- 
dering of month-end figures for oper- 
ating results. 


No lag in management action 


If our cost man, while checking with 
the standard sheet, discovers that ex- 
penses are running too high on a given 
job, production men will be busy figur- 
ing out ways of cutting costs within 
minutes. Our new customers are kept 
at ease: once we have quoted an esti- 
mate, they can be practically sure that 
our actual costs won’t exceed that fig- 
ure. If any truly unusual item arises 
during production, our fast checks al- 
low us to do something about it. 


If an order is suddenly cancelled, it’s 
not much trouble to calculate up-to- 
the-minute charges, since we know 
where we are at every step of the way. 
If individuals are calling in their times 
incorrectly, the timekeeper is there to 
catch errors. All this for a $900 in- 
vestment, with more to come. We've 
cut the accounting staff down and are 
saving $250 a month on timekeepers 
alone. All cost responsibility is focused 
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Typical labor ticket with entries 


on the two “tower” experts instead ol 
being spread thinly over a dozen fore- 
men, none of whom can see the whole 
picture clearly. We're even using our 
intercom reporting system for regular 
plant communications. 

Of course, there are other factors 
which we can’t measure in dollars and 
cents. The usual “ice curtain” be- 
tween plant and office has gradually 
melted down. The timekeeper learns 
to spot human factors which affect pro- 
duction: he learns to expect certain 
ineficiencies and how to cope with 
complaints. 


Cost-conscious customers convinced 


Our customers have looked over the 
results very carefully. They think our 
tight cost control promises them the 
best possible prices over the long run. 
This is a healthy symptom for any in- 
dustry, and we’ve already recommend- 
ed the system to several competitors in 
the belief that it will have a good effect 
on the stability of our industry. 

[ can’t overemphasize how the call- 
in system cured us of a virtual costing 
paralysis in a short time or how ow 
present up-to-the-minute activity is sav- 
ing us headaches, saving our customers 
money—and making money for our 
stockholders and our employees’ profit- 
sharing plan. m/m 
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STATEMENTS AND LEDGERS 
TAILOR-MADE FOR YOU! _ 


7 1a eee 
, RAY W- REYNOLDS CO 
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Let Reynolds & Reynolds save you money on tai- 
lor-made, perfectly registering, carbon attached Statement and Ledger 
forms at a new /ow-cost. This savings offer is possible, because of 
our years of experience in producing business forms to exacting speci- 
fications on specially designed equipment. 


Call your local Reynolds & Reynolds representative, or attach the coupon 
below to copies of your present Statement and Ledger forms and mail 
today! We will send quotations for producing forms tailor-made for you, 
and samples of forms produced for other customers. 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send complete information on your low-cost, tailor-made State- 
ments and Ledgers. We order these forms in the quantities indicated. 


She 


REYNOLDS & REYNOLDS 

















Statements Ledgers 
Company wl | 
BUSINESS FORMS SINCE 1866 Firm Name 
Se A TT: O60 Bs | BAS Address 
SALES OFFICES IN MOST PRINCIPAL CITIES City State 
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THE BOARDMASTER SYSTEM 
%& Graphic Picture of Your Operations — Spotlighted by Color 


% Facts at a Glance — Saves Time, Money, Prevents Errors 
% Simple and Flexible. Write on Cards, Snap in Grooves 
%& Made of Metal. Compact, Attractive. Over 40,000 in Use 
Some Typical Applications macs 
PRODUCTION © TRAFFIC © SALES [ 50 
INVENTORY © SCHEDULING 49 
LOADING © AND MANY OTHERS 
24-Page Illustrated 
FREE ) sookter no. M400 
Without Obligation 
Write Today for Your Copy 
GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 
(Circle 232 for more information) 








SIGNALS FOR BUSINESS 


PROJECTING 
SIGNALS 


r ‘visible’ systems 


Cellugraf | 


TRANSPARENT 
SIGNALS 


for “‘visible’’ systems 





Exert new control over any type of 
office system with Graffco Signals. 
They never forget. Always there to 
stop, start, check, alert. 

Your office supply dealer 

will be glad to explain 
what they can do for your 
particular needs. 


GEORGE B. GRAFF CO, < “ai 
54 Washburn Avenue el Poise 


Cambridge 40, Mass. Keep BUSINESS Unde 


(Circle 231 for more information) 
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ees Production is initiated 
in many companies, especially in the 
chemical and allied industries, by the 
issuance to the manufacturing depart- 
ment of “formulas” or “recipes” which 
list the quantities of various ingredi- 
ents required to make a finished prod- 
uct. Even in small companies, it is not 
uncommon to have thousands of differ- 
ent formulas, especially in the paint, 
varnish and lacquer industry. Since re- 
peat orders from the same customer are 
frequent, it is a definite problem to 
maintain a file of thousands of formu- 
las and have them available on a mo- 
ment’s notice for departmental use. 

Our practice, prior to the purchase 
of a whiteprinter, consisted of copying 
by hand from the master formula to 
two copies of the mixing order, to a 
cost card, and to a file copy for Plant 
+2. In spite of careful proofreading, 
errors frequently occurred which _re- 
sulted in delays and spoiled batches. 

To solve this problem, we investi- 
vated various reproduction and copy- 
ing equipment. ‘Tests determined that 
our particular needs were best satisfied 
with a whiteprinter. 

Here is how we utilize the equip- 
ment: the master formula, which is 
hand written on translucent card stock, 
is used to produce the cost card, orig- 
inal and duplicate mixing orders and 
the Plant #2 file copy. All four 
copies are reproduced on the white- 
print paper. The right hand sections 
of the cost card and mixing orders are 
pre-printed. The form itself (lines 
and captions) are also printed on the 
translucent master. When an order is 
received, the master copy is taken from 
the file and run through the processing 
machine together with the printed 
sheets. Each of the four must be run 
through the machine separately with 





by J. R. Troester 
Lowe Brothers Co., Dayton 2, Ohio 
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- by whiteprinting forms 
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A translucent master sheet (left) is duplicated exactly for the Plant #2 file copy. The pre-printed 
Mixing Order (right) has the master reproduced on the left side, giving all required information. 


the master, but in order to gain speed, 
as many as five different master formu- 
las are run side by side. The cost 
card, original mixing order and the 
Plant #2 file copy are reproduced with 
blue lines on white background; the 
duplicate mixing order is reproduced 
with red lines on white. It is possible 
also to have black lines on white. In 
addition to formula copying, the ma- 
chine is used for reproducing engineer- 
ing drawings, charts, letters and other 
records. 

Compared to the previous method 
of copying formulas by hand, the use 
of a whiteprinter has several important 
advantages. In addition to the sav- 
ings of clerical time in copying the for- 
inula, the proofreading time after 
copying is eliminated on all forms with 


the exception of the master. A con 
servative estimate of the dollar savings 
is $600-$1000 per year. The machine 
also reduces the monotony connected 
with the order handling procedure. 
Previously, the personnel were very re- 
luctant to do any of the formula copy- 
ing work, and understandably so. One 
of the most important advantages of 
the machine is the elimination § of 
errors, for once the master is correct, 
all other forms are correct. 

The machine reduces the time lag 
between the receipt of an order and its 
shipment. Under the old method, or- 
ders were frequently held in the office 
overnight because of insufficient time 
to copy the formulas. Now all orders 
leave the formula section the same day 
as received. m/m 
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thought starters 


Thought Starters come from our readers, for the most part. Each one deals with a 
“practical solution to a management problem.” The Editor invites contributions—which 


are paid for at our normal space rates. 
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Fiscal inventory count speeded 
with savings of $2,000 


Dan Gregory 
Administrative Manager 
General Retail Corp. 
Nashville, Tennessee 





We improved our warehouse fiscal 
inv entory count with a new system 
which reduces the amount of time and 
overtime for the actual inventory count 
and institutes an accurate audit control. 

Count sheets are drawn up, divided 
in sections as exact replicas of our bins 
(cut below shows how sheet is laid out), 


chandise involved. Each checker is as- 
signed to a section consisting of 14 bins 
long and three bins high for each 
count. He enters the stock number 
and number of units in each bin. Also, 
where merchandise is stacked on top 
of the bins, an entry is made for the 
stock number and the net count in 
each stack. 

After the unit supervisor checks in 
the first count sheet, a different em- 
ployee is assigned to take the second 
count. After both counts the auditor 
records them on his checkoff sheet and 
makes a visual comparison. If the 
total unit count on each sheet agrees, 
no further check is made. If there’s a 
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in duplicate (white and yellow) for 
two separate inventory counts. The 
sheets are numbered consecutively and 
the auditor records them by number as 
they are assigned to each bin for count. 
This record is used for his checkoff as 


sheets are returned to him. Each sec- 


: ‘ : . Name 
tion of bins is numbered on the slate — are punched by the tabulating depart- 
placed on the aisle end of each bin. ment. One card is punched for each Company 
The first and second checkers enter entry on the count sheet, entering sheet Address 
their initials, the division owning the and stock number and unit count. City ee State 


inventory and check the type of mer- 
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discrepancy in the total unit count be- 
tween the two sheets, each bin unit 


count is compared. When the error is 


found, it necessitates only a re-count of 


that one bin, 
After all sheets are turned in and ac- 
counted for by the auditor, the sheets 


They are verified and sorted, then the 
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Colitho Division COLUMBIA RIBBON AND CARBON MFG., CO., Inc. 


Hill Road, Glen Cove, N. Y. 


Send the booklet ‘‘Cash In On Your Duplicator’s Idle Time.”’ 




















attach it to your business letterhead. 











(Circle 218 for more information) 
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Remington Rand Methods News 





How to get big savings with 
modernized Kardex equipment 


You pay a hidden “fatigue tax’ every 
time your clerks wrestle with old fash- 
ioned office equipment or hunt through 
record-keeping forms that are out- 
dated or improperly designed. Less 
productive work is accomplished, addi- 
tional office help is often required, and 
overhead costs soar when you waste 
money on sheer physical labor! 

Spectacular improvements in visible 
systems and equipment can bring you 
savings of up to 25% in clerical costs 
alone —enough to quickly pay for the 
original investment. 

If your offices are using visible 
record-keeping systems that are over 
five years old, it will pay you to look 
over our new folder, ““Modernize To 
Economize”’. This will give you the full 
range of recent developments from 
electrically powered Robot-Kardex 
(finest and fastest of all visible record 
equipment) to accurate, labor-saving 





Kardlok signals and forms. Circle 
KD730 on coupon below. 








Line-A-Time Increases 
Typing Production... 
Decreases Typing Errors 


It has now been scientifically proven 
that users of Line-A-Time gain as 
much as 20% in typing production, 
with a marked increase in accuracy. 

In order to determine the advantages 
of reading from copy placed in front of 
the typist, Business Educators from a 
large Mid-Western University con- 
ducted experiments with typing stu- 
dents at three schools, over a period of 
two semesters. The results of this com- 
prehensive analysis are of vital interest 
to every cost conscious office executive. 
The unnecessary cost of old-fashioned 
side reading is demonstrated by com- 
parison charts and graphs. You will 
see how Line-A-Time gives greater 
typing output with less effort — more 
accurate and neater work which can be 
measured in tangible dollar savings at 
every typing station in the office, Circle 
folder RSL274. 
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File Microfilm Records Where 
You Can Find Them... Fast... 
With Remington Rand Filmsort 


Here’s great news for everyone 
bothered by mushrooming files or 
worried over the space problems 
of record storage. Filmsort 
makes it possible to find your 
microfilmed records when needed, 
faster than you could find the 
originals. Now you can keep even 
the most active files on microfilm 
without loss of reference speed 
and convenience. 

This can be done with either 
Filmsort aperture cards or Film- 
sort jackets. The ingenious aper- 
ture card seals individual micro- 
film records right into the cards 
of your record finding system - 
whether you use vertically or 
visible indexed files, or punched 
cards. Then, when you want to 
refer to a record, you get the 
finding card and the record with- 
out further search. 

The Filmsort jacket is designed 
to hold microfilm strips of allied 
records, so that a single 5” x 3” 
jacket can replace a file folder of 
over 100 originals. You can file 
as many as 40 jackets to the inch, 
to achieve spectacular savings in 
costly floor space. Many sizes and 
types are available. 

Circle F375 for more informa- 
tion about Filmsort cards, jack- 
ets, readers, and systems. 











(Circle. 262 for more information) 


New Proof That It Pays To Pro- 
tect Your Vital Records From Fire 





Business after business, rising from 
the ashes of office fires, either find that 
they are able to resume operations 
easily because their records were ade- 
quately protected or find themselves 
facing bankruptcy because their rec- 
ords were incinerated in uninsulated 
steel files or obsolete vaults and safes. 

Our files are bulging with reports 
and testimonials from companies which 
have come through major fires success- 
fully with Remington Rand Safe- 
Cabinet equipment. For example, we 
have three reports just off the press to 
illustrate the value of certified point- 
of-use record protection. 

The first tells of a Remington Rand 
Safe-Cabinet which survived the heat 
and flames of a five-hour fire, falling 
from the second floor to the basement, 
and remaining submerged in water for 
half a day, yet still protecting the 
records inside from damage. The sec- 
ond tells of another Safe-Cabinet 
which brought $90,000 worth of ac- 
counts receivables through an eight- 
hour fire; the third, of a Remington 
Rand Safe-Ledger Tray which safe- 
guarded vital records in a 2 million 
dollar fire, even though subjected to a 
20 foot fall in a collapsing building. 

Read these three accounts to see the 
performance you can expect from 
Remington Rand insulated equipment 
should fire ever strike your office. Circle 
SC754-760-761. 


Room 1751, 315 Fourth Ave., New York 10 


Yes, I would like to receive the literature 
circled below: 
KD730 375 RSL274 


F37 
SC754-760-761 


Company. 


Address 





City Zone State 
= Profit-Building IDEAS For Business — 
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tabulation tape prints the unit count 
and sheet and stock number with a 
summary total by stock number on 
each unit. 

From this stock tape we are able to 
transfer the count by stock number to 
a pre-priced stock number list for ex- 
tension (see cut below). 


poo a 








We have found a marked improve- 
ment in the accuracy in our inventory 
and time savings amounting to 509% of 
the former system, resulting in a net 
savings of approximately $2,000 per 
year to us in overtime alone. 
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Productivity increased through 
production control form 





The ever changing color preference 
in hosiery of American women is some- 
thing the Berkshire Knitting Mills in 
Reading, Pennsylvania have prepared 
for. Inventories and production sched- 
ules must be juggled so that an ade- 
quate supply is on hand when demand 
is high and yet the maker must not 
be caught overstocked when there is a 
sudden shift to a new color choice. 
Berkshire meets this problem by dye- 
ing and pairing their knitted stock to 
fill specific customers’ orders. Hose 
preparation for more than 4000 orders 
weekly is controlled by 10-part forms, 
handwritten on three electric ma- 
chines. This method replaced the eight 
different forms writings formerly used. 

The form is written in the Order 
Department to show style, size, color, 
number of dozens, bundle number, wet 
markings, number of lots, packer, finish 
number and date. ‘The card tag (Copy 
10) is sent to the stock room where the 
proper hose are selected and put in a 


methods 





we 


NOW in one compact unit ! cotton net sack. Copy 10 is then tied y e ® 
around the neck of the sack, which is OWL officer uA p 

7 placed in the proper dye vat — con- 0b) 
trolled by code, wet markings, etc. 
After the dye period, the bundle is 
removed and placed in a centrifugal You profit or lose by 
drier; the tag is not damaged in any their work attitudes 
way by this process. 

Copy | is filed in the dye house by 
number and is the control for work in 


copies anything in seconds! 




















process. After dyeing, Copy 1 becomes Let’s face it... your office staff 
the dye house pay record while Copy Is a sensitive group. Their 
SIMPLE—This newest development in photocopy ma- 10 stays with the hose. Copies 2 to 8 reaction to their surroundings and 
chines, now available in one compact unit, 1614/2” x 23/2” = ys Fa tact equipment shows in their work. 
overall, with only one knob to turn, can be operated of the form are sent to the Pairing 
easily by any girl in your office. ; : And, when overcrowded offices 
Department where they are held in an Pe 
HANDSOME-—Glossy black with white trim — looks well fil er “WI er or outdated furniture hamper their 
anywhere. open te numerically. 1en the aye efficiency—you pay the bill! 
ACCURATE—No matter how fine the detail, or what the . ‘ s 
colors, if you can see it in the original you will see it in : Costly errors In correspondence, 
the photocopy. (x oe ae 7 in filing, in careless handling of 
VERSATILE—Produces exact, letter-perfect copies up to | o orders have been eliminated in 
14” wide—whether the original is single or double sided, | ‘ rea os 
opaque or translucent, white or colored. Photorapid’s | gets ' e many businesses by standardizing 
legally accepted copies are ready for instant use, elimi- H ~— aver . 
nating costly typing, hand copying and checking — or we A, MENDERS | on Steelcase. They find this 
costly outside copying. With Photorapid you can make ea Ba eee ‘0 _ +e asks ee 
single side copies, double side (to reduce filing space), SECONDS complete family of desks, chairs, 


files and service units increases 
work output up to 35%, provides 
up to 25% more usable floor space. 


transparent copies for use as masters with diazo or blue- 
prints, tissue copies for air mail — all at an unbelievably 
low cost. Also two-part models for copying from books . me ' 
without removing or injuring pages. PAIRED $TOCK 








FAST— In seconds your finished, perfect copy is ready. : Paine ‘ The result is always the same... 

Write for UNIQUE ADVANTAGES | es happier, more productive, 

details Closed tight when not in use j . es 
ore — solution keeps longer. Non- 1 : more efficient office teams. 

i j + ie ti as i 
Yo" metallic construction prevents | is ee me vara a Ask your Steelcase dealer to tell 
| you the details. He’s listed 
| 


Dept. M-2, 105 Chambers St., New York 7, N. Y. j | fonnoen | aa under “Office Equipment” in the 


(Circle 219 for more information) | | P 
ni = Yellow Pages of your phone book. 








| METAL OFFICE FURNITURE CO. 
unin Ske " sae Set esto Grand Rapids * Michigan 
{ 


HF setecd — fe Free Office Guide 


Papers go in— 












The colorful FREE booklet ‘Tooling Up Your Office” 
is crammed with new modern office planning ideas. 
For your copy, simply attach your letterhead, mail 

















Seettakeetenate tiegctce . to Dept. B. 
hose are received, the date is noted, 
: the set is separated and the copies go S 3 a a ZL ¢} AS 
Sh ils come out with the hosiery to the Pairer. Copy 2 
re covers the Pairer’s operation as well as BUSINESS EQUI! 








becoming the authority to pay the 
Pairer. 

The ‘“Menders” and “Pullers” are 
noted on the next three copies. The 
Pairer places her number on the form, 
the date sent to the Mending Depart- = | _ 
ment and the number of dozens or 
parts thereof. The Mender indicates 
the number of pairs mended, number 


SHREDMASTER 


Shredding Machine 
quickly turns your confidential papers 
. old records ... waste paper of all 
sorts... into completely unreadable 
shreds, valuable only as packing material. 
ANYONE CAN USE—Quick, safe, easy op- 
eration! 
PERFECT FOR OFFICES — Silent, Clean, 
Dust-free, Compact! 
PAYS FOR ITSELF —Provides valuable 
packing material at no cost! 
For Your Office— 
Portable, Noiseless Desk Model 
hown Here). 
Also Available— 

Table Models and Heavy Duty 
Models for Banks, Department Siores, 
Warehouses, Plants, etc. 

Write for Free Circular No. 2 

THE SHREDMASTER CORPORATION 
{108 Raymond Blivd., Newark 5, N, J. 
Opposite PRR Station 











of pullers mended and places the hose 
in stock as No. 1 Quality or as Seconds. 
The Pairer uses Copies 6 and 7 to 
record all irregular pairs and thus con- 
trols the stock into which the hose are 
finally placed—either Seconds or No. | 
Quality. Copy 8 travels with all Sec- 





















(Circle 265 for more information) (Circle 252 for more information) 
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ORIGINAL ENGINEERED 
MODULAR OFFICES 


“Our Tycoon 
Office Courier 


THE BOSS*” 





... until 


TEGHNIPLAN 


gave him back to the Executive Committee 


\ 
j 
i 


HE WAS such an eager, busy-bee operator! He just 
couldn’t wait for our creaky, open-field routine to 
get into action—so he ran his own errands. This 
display of bustling initiative was widely emulated. 


too, with startling confusion and fancy costs. 


TECHNIPLAN is Globe-Wernicke original engineered modular office equipment. 
Standard interlocking and interchangeable components provide work sur- 
faces and complete working facilities to serve every type of office task. 


The TECHNIPLAN “L” shaped work station (shown here) assures more 





ANY TECHNIPLAN arrangement can be 
changed at will, without special tools 
or skill, and quickly! Interchangeable, 
interlocking units, pedestals, partitions 
afford unrestricted flexibility. 


FREE-STANDING partitions enclose 
TECHNIPLAN private offices, execu- 
tive suites, departmental groups or 


sections. 


ALL THESE and other advantages are 
solving specific office operating prob- 
lems for all types and sizes of busi- 


nesses, 


Engineering Specialists in 


Office Equipment, Systems sy 
and Visible Records 
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worker comfort and convenience, saves 
time and motions, and requires less 
floor space per worker; also privacy 
when equipped with standard TECH- 
NIPLAN partitions. 


TECHNIPLAN is modern in styling 
and finish—handsome and practical. 





See TECHNIPLAN, get detailed 
information, at your Globe- 
Wernicke dealer, listed in classified 
phone book under “Office Equip- 
ment.” Or write—Dept. 1-M. 














ro 


Cincinnati 12, Ohio 


(Circle 230 for more information) 











onds until they are boxed and ready 
controls the 
inventory of all paired hose available. 

serkshire Knitting Mills reports that 
this new control system has increased 
their productivity 150% over the old 
method. 


for shipment. Copy 9 
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Intensive five-day course aids 
executives’ reading skill 


As part of the management develop- 
ment program at the Builders Empori- 
um, Van Nuys, California, executives 
increased their reading speed by 104%. 
The executives’ comprehension of what 


they read was 12% 


o more accurate at 


The 


worked three hours per day for a total 


the increased — speed. group 
training time of 15 hours, 

‘The course was geared to help execu- 
tives become more efficient in handling 
other forms of communication in addi- 
tion to reading, such as writing reports 
and preparing speeches. 

The achievements at the Emporium 
have important implications for com- 
panies distant from reading training 
centers in large cities. It shows that 
companies can give their executives 
basic communication skills during a 
single working week. 
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Electrical reading device 
aids public speakers 

An aid for effective speech-making 
should be a boon to executives. <A 
small, light-weight, electrically oper- 
ated device brings a speaker’s manu- 
The 


speaker has complete control at all 


script into view as he needs it. 


times over the operation by means of a 
push-button which he may hold in his 
hand or place on the edge of a podium 
or table. He doesn’t have to read 
moving type or worry about stopping it 
at the right place. 

The prepared talk is written or typed 
on a continuous length of standard 
width fan-folded paper. The finished 


manuscript is placed in a tray with the 








TRANSFER RECORDS 
THIS EASY WAY 
AND HAVE... 
ECONOMY, 
SYSTEM, 
SAFETY! 
S 


STORAGE BOXES 


Protect your inactive business records 

with proper storage. LIBERTY STORAGE 

BOXES are constructed of highest test 

corrugated fibre-board. Dust-proof, spill-proof 
protection. Liberty’s storage system assures /fast- 
finding of any record. Try LIBERTY BOXES for 
quality and low cost. 25 stock sizes 


Sold by leading stationers. 









Clip this ad to your letterhead 


FOR FREE BOOKLET 


1 Record retention chart tells you how long 
eep specific records 

2 Gives complete information for best 

procedures in record storage. 


BANKERS BOX COMPANY 
720 $. Dearborn Street * Chicago 5, Ill. 


(Circle 210 for more information) 











RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 


$1775 


PLUS Tax 





PRICE INCLUDING 
NEW TELEScopic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
tape to 20 inches. 


fm — : 
, PERE 5 
EYEGUIDE CONTRACTED 
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EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send you a 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


RITE-LINE CORP, '025—15th Street, N. W. 


Washington 5, D. G 
(Circle 264 for more information) 
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top of the first page inserted in a take- 


up spool. When the speaker nears the 
bottom of a page, he pushes the control 
button and the next page is advanced 
automatically. The last few lines, read 
just before the advance, remain = in 
view at the top of the page so that 
there is no danger of the speaker losing 
his place. 

The manufacturer believes the listen- 
ing audience will reap the biggest bene- 
fit because there will be no turning of 
pages or ruffling manuscripts which dis- 
tract attention from what the speaker 
has to say. 

For more tnformation, Circle num- 


ber 281 on the Reader Service Card. 


lA 


J meuons et OD ater 








Addressing post cards on 
a punch card tabulator 


R. Lee Smith, Ass't. Sec'y. 
‘ New World Life Insurance Co. 
Seattle 4, Washington 


IDEA 





Our organization had the problem 
of addressing 7,000 postcards three 
different times each year. We were very 
desirous of doing this on our 402 IBM 
tabulator. Two methods were possible 
—continuous forms or single cards. 
The machine and bursting time on 
continuous forms was only seven hours 
but the cost of the forms was $120.00. 
The machine time on single cards was 
twenty hours of very fatiguing work 
but the cost of the cards was only 
$35.00. 

Neither method was entirely satis- 
factory. Finally a solution was reached 
that solved our problem. 


february 1954 


Our machine is wired so that it 
pauses for a moment after each card 
is printed. During this pause the oper- 
ator inserts a new card and removes 
the printed card. The machine then 
automatically brings the new card to 
printing position, prints the card and 
again pauses. 

This changed the feeding of indi- 
vidual cards from a start-stop operation 
to a continuous operation and the time 
was cut by 60%. 
possible to cut the machine time from 
twenty hours to about eight hours, but 


Not only was it 


it was also possible to do the job with 
a great deal less operator fatigue. Since 
no time was needed to separate the 
forms, the total time for this operation 
was only slightly more than the time 
necessary to do the whole job on con- 
tinuous forms, yet the forms cost was 
cut 70 percent. 

Another aspect of this method which 
pleased us was that single cards can be 
secured in a matter of days, whereas 
continuous forms take several weeks 
to obtain. We have found that the 
machine can also be used to address 
envelopes in a similar manner and this 
has been of value in many instances. 
To sum it up this method permits us 
to use inexpensive single forms in place 
very little 
increase in production time. 


of continuous forms with 
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Pre-printed ‘thank you" 
speeds order processing 


Carper W. Buckley 
Superintendent of Documents 
U. S. Gov't. Printing Office 
Washington 25, D. C. 

In order to speed the processing of 
orders for government publications and 
cut down on costs, a number of “thank 
you” notices have been designed for 
use by the GPO. 

These notices are used to indicate to 
the customer why his order is returned 
with the shipment of publications, to 
indicate how long it took this Office to 
complete the order and to bring to his 
attention our subject price lists and 
Selected List of Publications. 

We receive an average of 10,000 let- 
ters each day and use notices of this 





ORDER-INVOICE SYSTEM 
Saves $12,000 A Year 
Cuts employee turnover 

to minimum 
Paint Sprayer Mfr.* 


PARTS ASSEMBLY SYSTEM 
Eliminates Errors 
Saves $8,190 Yearly 

Dictating Machine Mfr.* 





PURCHASE-RECEIVING 


SYSTEM 
Saves time, $50,000 Yearly 


PRETTIEST PROFIT 
PICTURES you've ever 
seen...thanks to 


DITTO. 


One-Writing Systems 








Aircraft Mfgr.* 








DITTO METHOD EASILY 
SOLVES COMPLICATED 
AUTOMOBILE POLICY 
ISSUANCE SYSTEM 
Saves $108,500 Annually 


Insurance Co.* 














Investigate the DITTO one-writing systems for 
your company and soon you will stop pouring 
profits into paper work. 

With the DITTO principle you write one master 
copy and reproduce all other copies from it. 
Eliminates retyping, proofreading, human errors. 
Cut payrolls . . . eliminate unnecessary steps. You 
make as few or as many copies as you want (cut 
stationery costs) of almost anything you want 
(no printer to pay). 

The purpose of DITTO one-writing systems is 
to get profits in your pocket. Check the coupon 
for the system that most interests you. 


*Write for these cost and efficiency studies or 
in others in your field. 

















eo =e ee’ ee ee ee ee Pee a er eee maa 
! Gentlemen: 1 
| Please send me information on the DITTO one-writing systems for 1 
Order-Invoice [_] Back Orders{_] Acct’s Rec.{_] Pencil Orders [_} Parts Assembly = 
| Production Orders [_] Purchase Receiving [_] Payroll [_] Insurance [] Hospitals [_] 
| Consumer Loan [_ | Inventory Control [_] | 
| Show me at my office how a DITTO one-writing system can save my company time and | 
money [_ | | 
COMPANY | 
j NAME | 
| ADDRESS | 
, city STATE | 
: DITTO, INC., 2270 W. Harrison St., Chicago 12, Illinois | 
, In Canada: DITTO of Canada, Ltd., Toronto, Ontario | 
vic: sn em. st Sous le sa. sacs sin wan eas sate te agli tas te aes aac 


(Circle 223 for more information) 
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Thank You... 





RECEIVED 


for your FRIDAY 
order i 


which is returned 
for your files 











THe publication you requested is enclosed. 


This book is only one of many thousands of interesting and in- 
formative United States Government publications which are available 
to you at small cost from this Office. 


In order that you may keep up-to-date with new publications, 
this Office publishes a biweekly list entitled “Selected United States 
Government Publications.” This circular lists the most popular new 
publications, with their titles, prices, catalog numbers, and brief descrip- 
tions of their contents, and is sent free of charge upon request. A list 


of 51 subject catalogs is also available upon request without charge. 


It has been a pleasure to handle your order; we hope you will let 


us be of service to you again in the future. 


Sincerely, 


SUPERINTENDENT OF DOCUMENTS / 
GOVERNMENT PRINTING OFFICE / 
WASHINGTON 35, D. C 





kind to acknowledge orders, as we are 
unable to write a personal letter to 
those who write to us, much as we 
should like to do so. Smaller forms are 
used with the return of orders for the 
entering of a subscription to a Govern- 
ment periodical. 

The original order letter is receipted 
by machine in the upper right hand 
corner for the amount received, meth- 
od of payment and date. The person 
processing the order stamps the letter 
“Worked By” and an employee num- 
ber. 

The “thank you” forms come pre- 
printed with the day of the week in the 
“Received” box and on five different 
colored paper stock for each day. 

In the “Mailed” box, the day of 
mailing is entered. Orders are normally 
processed the day of receipt. 
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Full range of equipment 
under new lease program 


The August, 1953 issue of Manage- 
ment METHODS carried a Thought 
Starter introducing a lease plan for 








new office furniture which aimed to 
both conserve working capital and en- 
joy a tax advantage. 

Now a major horizontal manufac- 
turer has made available a comprehen- 


sive range of business machines and of- 
fice equipment on a lease basis through 
a new plan. 

Until this purchase-or-lease program 
was set up, extending the rental ar- 
rangement, as an alternative to direct 
purchase, to its entire machine and 
equipment line, only a few special ma- 
chine units or combinations could be 
obtained on a rental basis. 

The new lease plan covers such items 
as typewriters (electric or standard), 
printing calculators, adding and_ac- 
counting machines, photocopying units, 
insulated safes, desks, cabinets, boards 
for production charting and control 
procedures and a full line of visible 
record-keeping and filing equipment. 

Companies, institutions and govern- 
ment agencies may elect to use the 
plan for one or more of a number of 
such reasons as: 

1) To refrain from committing large 

amounts of cash or working capital. 

2) To test a new procedure in an ex- 
tended operation before conducting 
a long-range pilot run. 

3) To fulfill a particular contract or 
a special 


program of — relatively 


limited duration. 
The agreement contains a purchase 
option clause, under which rentals may 
be applied against purchase of the 
equipment at regular prices, which 
may be exercised at any time during 
the period of the rental arrangement. 

Leasing charges can be billed semi- 
annually, quarterly or on an annual 
basis over periods of up to 36 months 
(depending on the length of the leas- 
ing agreement). 

An unusual feature of the new lease 
plan is that certain types of machines 
ordinarily taken as trade-ins on pur- 
chases of new equipment will be sub- 
ject to the same consideration if the 
customer so desires. Allowances will be 
applied immediately against the rental 
charge. Still another feature is that the 
company’s equipment services auto- 
matically apply on all leased equip- 
ment. The agreement covers regular 
servicing of all machines, plus full 
emergency call facilities. 

The new program puts the user in 
this unique position: there is available 
through one source—by lease or pur- 
chase—machines and equipment which 


methods 





other companies only lease and he can 
buy or lease machines and equipment 
which other companies only sell. 

For more information, Circle num- 
ber 301 on the Reader Service Card. 
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A "thank you" for 
prompt payments 








Most companies make quite sure 
that overdue “accounts receivable” are 
promptly notified about their de- 
linquency. However, customers who 
pay their accounts regularly are seldom 
the recipients of any correspondence 
other than their regular statements. 

One company, at least, Gum Prod- 
ucts, Inc., East Boston, Massachusetts, 





makes the effort to thank the “forgot- 
ten man” who pays on time. ‘They re- 
cently sent out a four-color “thank 
you” letter which read, in part: 
“Right now we are in the process of 
revising our files, and I had the oc- 
casion to check your ledger card. I 
felt that I should pause in my daily 
routine and express my thanks and 
appreciation for the excellent paying 
record you have established with us.” 
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ADDO-X puts your 


figures in order 


DDO MaAcHINE CO., INC. 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 
Exclusive U. S. Distributors; Addo-X Adding Machines 
Multo Calculators — Roneo Mimeo Machines 


(Circle 202 for more information) 


Whew! 
Look at my 


ADDO-X go 


You're so right, of course. And go it 
will with smoothness and accuracy 
that'll really make your work fly. It's 
a beauty and it'll stand up, too.. 
thanks to superior design and precision 
manufacturing. 


STEP-O-MATIC 
MULTIPLIER LEVER 


makes the ADDO-X a calculator as well 

. when used for multiplication. This 
exclusive feature permits automatic 
step-over to the next higher unit with- 
out using the O-Key. Here’s a time 
saver that really insures fast and effi- 
cient multiplication. This feature com- 
bined with ADDO-X’s “live’’ Repeat 
and Repeat/Subtract Key. ,. 


. plus automatic clearance of the 
Keyboard after multiplication .. . 
makes ADDO-X the most advanced 
adding machine on the market. Write 
for new, illustrated folder and full 
details, today! 
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TWIN TREND: 


. . . the integrated office to increase efficiency 


. . . the one-source office to assure modernization’s benefits 





Nearly everybody agrees that a modernized office means greater efficiency, 
prestige, employee morale—and therefore, more profit. Suppose, for example, 
that an office operating on a $37,500 annual payroll is modernized by the 
expenditure of $5,625.00. On a 10-year basis the annual cost of this improvement 
would be $562.50, or 114% of payroll. Here an efficiency increase of as little as 
14% provides a beautiful modernized office at no cost. Any increase above 


114% is sheer profit. 


To get the maximum profit increase from office modernization, all elements 
must be coordinated and integrated so they look well and function properly— 


together. There is a strong trend in 
this direction, as this magazine has 
been reporting enthusiastically. 

But until now office modernization 
has been a forbidding task. It was 
easy enough to choose handsome and 
durable wood office furniture; but 
what about wall colors, layout, floor 
coverings, draperies, upholstery? 
What about problems of texture, 
pattern and tone? What about light- 
ing, sound- and air-conditioning? 
Not only was it necessary to nego- 
tiate with each source separately, but 
even after the job was completed the 
purchaser could not be sure it was 
an integrated whole. 

Obviously this ‘‘hit-or-miss”’ 
method of office modernization was 


costing management untold hours of 
valuable time, with no assurance of 





YOU'RE A DECORATING EXPERT 
at the ** Model Office Center” in your 
“COPS” dealer's showroom. While 
getting your ideas, he shows you his 
on the magnetic layout planning 
board (left). 


correctness whatever. There was a 
pressing need for a complete service 
—free from astronomical costs. Such 
a service is now available through 
dealers equipped with the “Certified 
Office Planning Service.”’ A ““COPS” 
dealer is trained to take over the 
entire office-modernization job. He 
can now show you—in advance— 
exactly what you will get. You get it 
without trouble because the “‘Certi- 
fied’’ dealer provides everything from 
proper desks and chairs to the final 
minute accessory. And you get it 
correctly, because the ““COPS”’ plan 
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EVERYTHING FALLS INTO PLACE 
in the Model Office Center's ** Plan- 
ning Corner”: Actual material 
samples in “Certified” colors. 


was worked out by experts in the 
essentials of office decoration. There- 
fore your dealer’s recommendations 
are scientifically correct—in terms of 
both efficiency and beauty. The wide 
range of decorative combinations 
available through “COPS” provides 
fully for personal preferences. Your 
own personality can show up in the 
completed office as surely as if you'd 
handled all the details yourself. Yet 
all this extra, expert help costs no 
more than if you had done it your- 
self. Meanwhile, think of the pro- 
ductive time and energy saved. 

Of course, the greatest value of 
“COPS” comes into sharp focus 
when your new Office starts to func- 
tion with increased efficiency, morale 
and prestige, and measurably greater 
profits. Thus you can have all the 
well-known advantages of integrated 
office modernization, with another 
advantage added—worry-free, effort- 
free refurnishing at no extra cost. 





ADVANCE LOOK at any one of 
hundreds of new offices is made 
possible by the “COPS PRE- 
VIEWER.” At your desk see general 
or executive office schemes with the 
flip of a page. 








These leading office 
furniture dealers offer 
yOu one-source service: 


ALLENTOWN, PA.: Frank J. Haberle 


BALTIMORE, MD.: Baltimore Stationery Co.; 
Koch Office Supply Co., Inc. 

BARTLESVILLE, OKLA.: Bartlesville Station- 
ery Co., Inc. 

BEAUMONT, TEXAS: Lamb Printing & Sta- 
tionery Co. 


BOSTON, MASS.: L. E. Muran Co.; L. J. Pea- 
body Office Furniture Co. 


BROCKTON, MASS.: South Shore Office Sup- 
ply & Equip. Co. 


CHICAGO, ILL.: Graver-Dearborn Corp.; 
Horder’s, Inc.; Office Furniture Clearing 
House 


CINCINNATI, OHIO: Globe Office Equipment 
& Supplies, Inc. 


DECATUR, ILL.: Haines & Essick 


DENVER, COLO.: Business Furniture Co.; 
The Kendrick-Bellamy Co.; Mutual Fur- 
niture & Fixture Co. 


DETROIT, MICH.: M. A. Ellman & Co.; W. B. 
Gregory & Son, Inc. 


EVANSVILLE, IND.: Smith & Butterfield 
FAYETTEVILLE, N. C.: Hatcher’s Office Supply 
HOUSTON, TEXAS: Cargill's 


HUTCHINSON, KAN.: Roberts’ Printing & 
Stationery Co. 


KENOSHA, WISC.: Brosk Office Supply 
LINCOLN, NEB.: Latsch Bros., Inc. 


LOS ANGELES, CALIF.: Southern California 
Stationers 


MINEOLA, N. Y.: D. Waldner Co., Inc. 
NASHVILLE, TENN.: Foster & Parkes Co. 
NEWARK, N. J.: Brenner Desk Co. 


NEW YORK CITY: Clark & Gibby; Desks, Inc.; 
Metwood Office Equipment Co.; Charles 
S. Nathan, Inc. 


OGDEN, UTAH: Weber Office Supply Co. 


OMAHA, NEB.: Peterson Lithograph & Print- 
ing Co. 


ORLANDO, FLA.: George Stuart, Inc. 

PITTSBURGH, PA.: Business Furniture Co. 

PORTLAND, ORE.: The J. K. Gill Co. 

RENO, NEV.: Morrill and Machabee, Inc. 

RICHMOND, VA.: Richmond Office Supply Co., 
Inc.; Southern Stamp & Stationery Co. 

ROCHESTER, N. Y.: Heinrich Seibold Station- 
ery Co., Inc. 

ST. LOUIS, MO.: S. G. Adams Co.; Buxton & 
Skinner Printing & Stationery Co. 

ST. PAUL, MINN.: Curtis 1000, Inc.; McClain 
& Hedman Co. 

SAN ANTONIO, TEXAS: Don Wittig 

SAN DIEGO, CALIF.: San Diego Office Supply 
& Equipment 

SAVANNAH, GA.: The Review Co. 

SEATTLE, WASH.: de Voss Desk Company 

SIOUX FALLS, S. D.: Brown & Saenger; Mid- 
west-Beach Co. 

SYRACUSE, N. Y.: Chamberlin’s Modern Of- 
fice Mart 


WASHINGTON, D. C.: Andrews Office Supply 
& Equipment Co.; Commercial Office Fur- 
niture Co.; Stern Office Furniture Co.; 
Chas. G. Stott & Co., Inc. 


WATERLOO, IOWA: Kirk Gross Co. 
WICHITA, KAN.: Goldsmith’s 


WICHITA FALLS, TEXAS: Buchanan Station- 
ery Co. 


If your city is not listed, write for name 
of your nearest “COPS” dealer to WOFI, 
730 11th Street, N.W., Washington, D. C. 


(Circle 313 for more information) 
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AKE a good look at these modernized 

offices. coordinated in every detail. 

First observe the beautiful new wood 
desks and chairs. There are many reasons 
why wood belongs in your new office. Wood 
desks and chairs harmonize with draperies, 
carpets, and other accessories. Wood furni- 
ture not only looks rich and warm; it is 
warm to the touch in the winter, cool in the 
summer. Wood bears nature's own stamp of 
distinctiveness in its inimitable beauty of 
grain. No wonder leading architects have 
renewed emphasis upon wood in home 
and office decoration. There are new-design 
wood desks and chairs for your every office 
need. With wood furniture as a base, the 
wall treatments belong. So do the draperies, 
the floor, the upholstery. And what the eye 
doesn't see, the eye-for-figures does see: 
An office where employees work with greater 
efficiency in correct surroundings. Layout is 
organized for smooth, logical work flow. 
Proper wood seating will reduce fatigue and 
raise employees’ performance levels. Morale 
will be heightened because the staff will 
appreciate what management has done to 
give them a beautiful “second home.” Ab- 
senteeism will diminish, as will employee 
turnover. In a few years, increased efficiency 
will have justified the cost. 

These modern offices are coordinated 
because a “COPS” dealer planned and 
executed them —from wall to wall, and 
from ceiling to floor — including lighting, 
sound-conditioning, air-conditioning, dra- 
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Complete coordination 
of scientifically correct 
color schemes on walls, 
end walls and ceilings... 


methods 














gone from otice modernization - and/o are 


New “Certified Office Planning Service” 


gives you all of the advantages of modernization 
with positive assurance the job will be done right! 





peries, lamps and accessories. These can be 
especially troublesome both costwise and 
selectionwise to the unaided purchaser. 
Management expended little time and even 
less effort in this project because the 
“COPS” dealer was able to take over — 
thanks to the authorities who have con- 
tributed to WOFI their broad knowledge 
and experience. In effect, management 





. in the warm “Certi- 
fied” finishes of space- 
saving modern-design 


wood desks and chairs... ease of maintenance 


february 1954 


. in leather or vinyl 


furniture upholstery for 
comfort, eye-appeal and 


enjoyed the services of these well-known 
experts at no extra cost. 

Among them are Faber Birren, noted 
color consultant, who developed coordinated 
color standards and combinations: Kenneth 
Ripnen, famous architect, whose layout 
made available to 
you; The Carpet Institute; Decorative Fab- 


recommendations are 


rics Institute; Upholstery Leather Group — 





... in the underfoot lux- 


. .. in practical, heavy- 
service hard-surface ury of rich office-sized 


floor coverings where rugs. or wall-to-wall car- 


foot traffic is heavy peting ... 








EXIT THE DOUBLE STANDARD. Management today appreciates the 
increase in morale which results from a single-standard for both 
executive and general offices. “COPS” planning and coordination 
carry over into the general office the color program of the private 
office. Note how the wood furniture matches and complements the 
well-designed: interiors. This rich-looking wood office furniture will 


actually increase in beauty over the years. 


Tanners’ Council of America: the National 
Paint, Varnish and Lacquer Association: 


and other widely recognized authorities. 

This new worry- and effort-free moderniza- 
tion plan can help you no matter how large 
or small your requirements may be. Call 
your nearest “COPS” dealer. No obligation. 
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even in draperies 
and accessories—plus 
scientific lighting, sound- 


and air-conditioning. 


(Circle 313 for more information) 









Oilice 
Planning 








-.-@ new concept in office 
modernization coordinated by the 


WOOD OFFICE FURNITURE INSTITUTE 


ALMA Desk Co. ¢ Cremco Desk Mec. Co. * DoTEen- 
DuNtTON Desk Co. © Hacu Point Benpinc & CHAIR 
Co. ¢ Hoosier Desk Co. ¢ Imperiat Desk Co, ¢ 
INDIANA CuHair Co. © INDIANA Desk Co. © JASPER 
Cuair Co. ¢ Jasper Desk Co. © JAsper Orrice Fur- 
NITURE Co. © JASPER SEATING Co. * JOHNSON CHAIR 
Co. ¢ Tue Leorpotp Co. ¢ MyrtLte Desk Co. ¢ Rock- 
WELL-BARNES Co. ¢ THOMAS FurRNITURE Co. © WELLS 
Furniture Merc. Co. ¢ IN CANADA Art Woop- 
work, Ltp. ¢ Orrice SpectaLty Merc. Co., Lrp. « THe 
Preston Furniture Co., Lrp. (associated with CANa- 
DIAN Orrice & ScHooL Furniture, Ltp.) * PRreston- 
Noe.tinc, Lip. © STanpaRD Desk Mers., Lp. 


Address correspondence to: 


W.O.F.L, 730 Lith St., N. W., Washington 1, D. C. 


the headaches! 
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desk in your office for greater effi- 


visualize this 


ciency, comfort and beauty 


This modern functional Leopold conference 
desk serves as an executive desk and as a 
conference table. Notice how the file drawer 
is located in the top position for greater con- 
venience. 


Special ball bearing suspension slides let you 
open and close the drawers easily, smoothly. 
For greater efficiency, comfort, beauty, make 
Leopold office furniture a part of your office. 


tht LEQ00LA i vuranr 


Top photograph shows the Alice Bank & Trust Co., Alice, Texas. 


Installation by Stafford-Lowdon Co., Fort Worth, Texas. 


complete office planning service 
... at no extra cost 


Your Leopold dealer offers you “‘start-to- 
finish” office planning assistance. His exper- 
ience is helpful in selecting color schemes, 
lighting draperies and floor coverings. Write 
us for the name of your nearest Leopold 
dealer. 
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BURLINGTON, IOWA 
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Telephone company points out 
excise tax on phone bills 


Pacific Telephone has decided to 
make its 314 million customers fully 
aware of the Federal Excise ‘Vax they 
pay on their monthly telephone bills. 
Phe idea was to put across the mes- 
sage in an effective manner, while at 
the same time avoiding disruption of 
the highly systematized procedure of 
mailing monthly bills to a huge cus 
tomer list. Investigation revealed that 
the best way was in using  pressure- 
sensitive, self-sticking labels. As used, 
the bright red label spots the message 


Federal Excise Tax 





“About 1/6 of this bill ts Federal Ex- 
cise Tax” right on the face of each 
phone bill where it cannot be over- 
looked. 

By using self-sticking labels, the 
usual difficulties of moistening and ap- 
plication were eliminated. Label dis- 
pensers permitted accounting depart- 
ment personnel to handle the opera- 
tion with extreme ease and maximum 
speed. Fifty dispensers, leased by the 
manufacturer to Pacific ‘Telephone for 
the operation, were sufficient to com- 
plete the entire 314 million mailing, 
which was sent out by all Pacific Tele- 
phone offices from Seattle to San Diego. 

For more information about spectal- 
purpose, self-adhering labels, Circle 
number 302 on the Reader Service 
Card. 
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men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 
even creature comforts — 


are properly integrated.” 


“interrated office 


february 1954 


Automatic Cafeterias 


A LOW COST SOLUTION TO IN-PLANT FEEDING FOR ANY SIZE OFFICE OR PLANT 


CR he automatic cafe- 
teria is no longer a fantasy in the mind 
of the executive who finds he must 
make a nutritious luncheon service 
available for his employees at reason- 
able prices and at no cost to his firm. 
For the past two years, several of the 
vending machine service companies 
have been operating a fully automatic 
cafeteria service for a number of indus- 
trial and institutional customers with 
satisfactory results from the standpoint 


of both employees and management. 


Who can use them 


The availability of the automatic 
cafeteria service as the primary method 
of in-plant feeding deserves considera- 
tion by those firms which operate un- 
der the following conditions: 

(1) Smaller plants (300-2000 per- 
sonnel) with inadequate space re- 
quirements for a conventional 
cafeteria layout. 
(2) Firms whose budget require- 


ments cannot support either a 


Hot Sandwiches 
Sandwiches 


Pastry 





Hot Beverages 


subsidized food service or the cost 
of installation of equipment. 
(3) Larger firms (over 2000 em- 
ployees) which are so highly de- 
centralized that their employees 
cannot take advantage of a single 
conventional cafeteria because of 
time and distance. 

(4) Firms which operate more 

than one production shift and 

find that a food service is too 
costly for the second and/or third 
shifts, 

Most plant managers with over 200 
employees are familiar with the supple- 
mental feeding values of automatic 
vending machines in terms of employee 
morale and well-being. Candy and 
soda dispensers are pretty much taken 
for granted in the production area to- 
day and are included in plants oper- 
ated by General Electric, Ford Motor, 
R.C.A., Armstrong Cork, Container 
Corporation of America, etc. More re- 
cently, the addition of coffee dispensers 


have eliminated the necessity for 


Mitk 


© 


Soda 
Pastry 


wagon services or formal coffee break 
periods. In general, it has proven far 
less costly for the employer to permit 
the individual needs of a small per- 
centage of employees to be satisfied in- 
formally, than to have the entire pro- 
duction process interrupted by break 
periods or wagon services. 


Hot foods from machines 


During the past few years, the auto- 
matic merchandising industry has de- 
veloped additional vendors to dispense 
hot beverages in paper cups including 
hot chocolate and soups; milk in sealed 
wax containers; multiple selections of 
pastries and pies; multiple selections of 
hot and cold sandwiches; and multiple 
selections of ice cream products. 

The automatic cafeteria has become 
a reality as these various vendors are 
properly combined to form an attrac- 
tive battery of machines which are used 
by consumers similar to a conventional 
cafeteria line. Installation of such a 
battery which will serve approximately 


Cookies 
Ice Cream 
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Aste 


... a carefully planned 
grouping of handsome, modern 
office furniture . . . styled to 
lend beauty and luxury to your 
office without the sacrifice 
of efficiency. See your 
Imperial dealer or write 
for particulars. 


IMPERIAL DESK COMPANY 
Evansville 7, Indiana 
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A section of the cafeteria at the Ultrasonic Corporation plant, Cambridge, Mass., where 
the entire feeding program for the 1,000 workers is carried on through automatic dispensers. 


300-500 persons per day requires floor 


4 Re 


space of about 3’ x 25 The vendors 
are installed either directly in produc- 
tion areas or in. lunchrooms where 


tables and chairs are available. 


A typical case history 

Automatic Merchandising Corpora- 
tion (Medford, Mass.) made such an 
installation in the Boston plant of 
Manning, Maxwell and Moore, which 
employs approximately 400 persons. 
Prior to the installation of the auto- 
matic cafeteria, this plant was served 
by a firm which ran wagons through 
the plant at 10 A.M. and 3 P.M. and, 
in addition, set up a lunch counter at 
noon. ‘This type of service was found 
to be unsatisfactory. Management con- 
cluded that the wagon service caused 
costly production stoppages. Employ- 
ees complained about lack of standard- 
ized quality in food products. In ad- 
dition, the caterer could not provide 
service for a small 2nd and 3rd shift. 

After a joint investigation by man- 
agement and an employees’ committee, 
it was decided that an automatic cafe- 
teria most nearly met the needs of the 
plant. 
able to provide a 24 hour food pro- 
gram through vending machines which 
required no capital outlay or subsidy 


Specifically, management was 


on its part. The employees’ committee 
and management were satisfied as to 
the ability of the operating company to 
provide good quality food products in 


sufficient variety through its automatic 
machines so as to insure nutritious 
luncheon menus at reasonable prices. 

In addition to supplying the equip- 
ment and service, the vending machine 
operator was able to realize sufficient 
volume and profit to pay a commission 
amounting to approximately 3% of 
gross sales to the employees’ welfare 
fund. Gross sales have been steady at 
a weekly rate of about $600 which indi- 
cates that the individual employee 
spends an average of about $1.50 per 
week exclusive of cigarette and soft 
drink purchases. 

After a four month period of opera- 
tion, Plant Industrial Relations Di- 
rector Robert Holmes states, ‘“The 
privilege of the unscheduled break has 
neither harmed production nor has it 
The 24 
hour food service has clearly bettered 
Mr. Holmes fur- 
ther pointed out that the unscheduled 


been abused by individuals. 


morale on all shifts. 


break is a vast improvement for work- 
ers since they are no longer under pres- 
sure to interrupt piece work as was the 
case with a formal break period and 
the appearance of the coffee wagon. 
The employees’ committee has volun- 
tarily reported its satisfaction both 
with the quality and variety of food 
and beverage items available through 
machines, and with the dependability 
of the equipment. 


Similar type automatic cafeterias 








MONTH 
AFTER MONTH 


in advertisements 
like this... 





Get Set for a Lifetime 
of | eal Working Comfort 





For a small investment, you can turn your 
office into IDeal working quarters . .. a 
place improved in efficiency and comfort! 


That investment is the purchase of new 
Indiana Desks for you and your office force. 
The investment is small because you can 
amortize it over your entire lifetime, never 
requiring a replacement for your ID desk. 

Indiana Desks are built of selected woods 
for utility, durability and attractiveness. You 
will be proud and happy to have them in 
your office. 

At your first opportunity, drop in and 
discuss this with your Indiana Desk Co. 
dealer. If you haven't his name, write us. 


i ae ee ee 





Indiana 
Desk Company 
tells you 
about wood office 
desks that are 
most [Deal 
for more efficient 
office work! 
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CHAIRS 





JOHNSON © 


1517 


CHAIRS 


In every JOHNSON CHAIR—and 
there's a style to harmonize with 
every office—you'll find real relax- 
ing comfort, unbeatable quality, 
perfect styling, and year-after-year 
dependability. When you're buying 
business chairs, ask to see a JOHN- 
SON—the standard of quality and 
comfort for more than 85 years. 


r your complimentary copy 


JOHNSON © 


SHNSON CHAIR CATALOG. 
JOHNSON CHAIR COMPANY 
440i West North Avenue 
Chicago 39, Illinois 
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serving 1000 workers are in operation 
in the new Edwards Plant of the Sacco- 
Lowell Shops in Maine. Also, Good- 
year Rubber at Akron, Ohio, and Gen- 
eral Electric Company in its Philadel- 
phia Gear Plant have installed auto- 
matic food services for production 
workers. 


Most workers carry lunches 


It should be pointed out that ap- 
proximately 70°% of production work- 
ers are in the habit of bringing lunch 
boxes from home, which therefore lim- 
its the potential volume of sales for any 
type of food service. A recognition of 
this habit and preference explains to a 
large degree the low average sales and 
the relatively high cost of operating the 
conventional plant cafeteria. A sur- 
vey of five large Boston industrial firms 
disclosed the fact that less than 12% of 
their employees were purchasing a hot 
meal on any given day although im- 
partial observers agreed that quality 
was good and prices were 25°%-35°% be- 
low local restaurant rates. 

Such surveys indicate that the vast 
majority of production workers are in- 
terested in purchasing only the supple- 
mentary food items such as hot and 
cold beverages, pastries, candies and ice 
cream products. It is reasonable to 
predict that if overtime pay disappears 
altogether, or if layoffs are necessary, 
the average cafeteria costs per employee 
are likely to increase above current 
levels. “This would mean an addition- 
al financial burden on those industrial 
firms which have already found it nec- 
essary to subsidize their inplant feeding 
programs. 

A review of feeding costs as well as 
employee preferences might be in or- 
der at this time. If surveys indicate 
that a high cost, conventional type cafe- 
teria service is being maintained for 
the benefit of a small minority of em- 
ployees, management would do well to 
consider the possibilities of the auto- 
matic cafeteria type of food service as 
an alternative. 

It should be remembered that a suc- 
cessful food vending program will de- 
pend primarily upon an experienced 
service organization performing _ its 
daily functions of preparing food prod- 
ucts, servicing machines and maintain- 
ing sanitary standards. In most cases, 
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EXECUTIVE DANGER ZONE 


When is an executive worth 
a better office? 


Upper income surveys indicate that large per- 
centages of staff and line management operate 
in substandard executive environment. 


A simple working formula is that a better of fice 
is due an executive: 


(1) When his working surroundings lower his 
position of prestige and leadership with 
employees affected by his decisions. 


(2) When executive confidence is affected. Self- 
assurance, sometimes the final element in 
good or bad decisions can be weakened by 
an atmosphere of conflicting values. 


At what level do your salaries call for more 
appearance effort? 


“How much an executive 
should cost in office 
investment.” 


THE JASPER DESK CO., JASPER, INDIANA 


Send coupon for free chart: = 
M-14 , : a 


NAME 


ADDRESS 





CITY 
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it is advisable for management to deal 
directly with one service organization 
because of the substantial investment 
involved and also because only by di 
rect negotiations can management 
maximize commission payments which 
are consistent with food pricing and 
service requirements. 

The further development of auto- 
matic cafeteria operations looks prom- 


ising as a solution for those industrial 
firms which may find it desirable to 
eliminate food subsidy programs but, 
at the same time, recognize the morale 
aspects of providing sufficient basic 
food items for employees. The coin- 
operated cafeterias are a logical step in 
the continual replacement of manual 
labor with automatic equipment to 
gain both efficiency and economy. m/m 
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This 5000 line desk represents a new motif in 
modern executive office furniture 
of the picture frame motif with a streamlined desk 
pattern. The result is a desk that has a sleek and 
gracelul appearance, yet 


advantages of more massive pieces. 


The 5000 line is complete in all desk sizes and matching pieces 


that go to make up the modern working executive's office. 

All exterior surfaces are of specially selected American walnut, 
with walnut drawer interiors. The left pedestal contains a drawer 
for letter or legal size papers. 

Clemco Desk Manufacturing Company, Inc., has been producing 
high grade executive office furniture for the past fifty years and 
is well known in the industry as one of the leaders in design and 


modern production methods. 


CLEMCO DESK MANUFACTURING CO., INc. 
CREATORS — MANUFACTURERS 

FINE OFFICE 

BLOOMFIELD, INDIANA 
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sie works of art—at 
reasonable prices—are now available 
for integration with other factors in 
decorating executive offices. Original 
paintings and sculpture can be used to 
enhance management's workaday en- 
vironment, to brighten up a cold at- 
mosphere or to offset a feeling of bare- 
ness in a strictly functional, unadorned 
interior. 

Art has a special place in ante-rooms. 
It can create a mood which relaxes a 
caller and eliminates the irritation of 
Or art can help 
For example, a 


being kept waiting. 
to “break the ice.” 
steel company finds that visitors often 
question executives about the modern 
paintings hung in their reception area. 
One advertising agency finds that fine 
paintings have a “‘snob-appeal” which 
is a valuable asset in dealing with 
clients. Original paintings are associ- 
ated with culture and high cost by 
many people and a feeling of accom- 
plishment and prosperity is generated. 








Art in the office 


PAINTING AND SCULPTURE ADD TO OFFICE DECOR 


To demonstrate some of the possibil- 
ities open to businessmen, the Down- 
town Gallery, in New York, recently 
converted its main exhibit space into a 
The 


showing was planned to dramatize a 


fully-equipped executive suite. 
new service for executives: a perma- 
nent department of art primarily in- 
tended for office use. There is a vari- 
ety of subject matter at prices as low as 
$25. A broader selection will be priced 
in the $100—S150 range. The work of 
such artists as  Kuniyoshi, Marin, 
O'Keeffe and Zorach is included. 

The Gallery 


good art is not necessarily expensive. 


hopes to prove that 


Paintings and sculpture will be avail- 
able in any one of three ways: 
1. Outright purchase — sent on 
approval for two weeks. 
2. On installment — about 20°% 
down, the balance in convenient 
payments, 
3. Rental—about 10° of valua- 
tion for a three-month period; a 
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FULL COMFORT 
AT ITS 
BEAUTIFUL BEST! 










No. 1700 Q 


Blending rich American 
black walnut and rugged In- 
diana quartered oak... the 
full comfort of a seat and 
back formed of soft foam 
rubber . . . The Craftsman 
No. 1700 is rightly rated as 
the number-one value in 
executive posture chairs. 


See for yourself why it is 
the first choice of more and 
more discriminating buyers. 
See how fine workmanship 
makes the most of fine 
woods — their matchless 
beauty and mellow warmth 
—to give you this finest of 
executive chairs. Once 
you've tried The Craftsman 
No. 1700, you too will say: 
“T’ll take THIS one!” 


Why not make a note to 
visit your Craftsman Chair 
dealer very soon. Better 
still, stop in and see him to- 
day. If you don’t know his 
name, we'll be glad to send 
it to you. 


MEMBER WOOD OFFICE 
FURNITURE INSTITUTE 
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reduced sliding scale thereafter. (Fee 
applies to purchase price.) 


Individuals can choose their art with 
a specific objective in mind. A paint- 
ing might reflect a man’s hobby, inter- 
est or his business. A work might be 
selected to contribute a particular color 
or even as an investment for future 
gain. Executives of the Chase Na- 
tional Bank, in New York, and the 
Northern Trust Company, in Chicago, 
have discovered that there is satisfac- 
tion in having enduring works of ar* 
instead of mere space fillers. 

Art purchasing is also attractive from 
a tax standpoint. When used in an 
office, the cost may be amortized over 
a ten-year depreciation period just like 
any other furnishing. If used for re- 
production in advertising, greeting 
cards, brochures, catalogs, etc., their 
cost is deductible as a business expense. 

For more information and an illus- 
trated brochure, Circle number 300 on 
the Reader Service Card. 


Humidity control 
solves tabulating 
machine jamming 


The presence of too much summer 
humidity created a problem for the 
tabulating department in the Mutual 
Benefit Life 
home office, in Newark, New Jersey. 


Insurance Company’s 
Punch cards expanded and the edges 
softened, thereby interfering with their 
passage through the machines. ‘The 
cards swelled to a thickness greater 
than the feed mechanism will accom- 
modate. This caused the cards to jam 





and tear. New cards had to be hand- 
punched after putting together the 
torn pieces of the old ones. Often, only 
a half day’s work could be done. 

The non-enclosed tabulating area 
covers 5,000 square feet on the third 
floor and 7,000 square feet on the 
fourth floor; there are 40 machines, of 
varied design, on both floors. 

The Planning and Methods Depart- 


ment recommended air conditioning 
and a Newark engineering firm han- 
dled the installation. A filter and water 
cooling tower was installed on the roof. 
Four 714-ton console units were in- 
stalled for the fourth floor and one 
7/4-ton plus three 5-ton units for the 
third floor. 

The moisture in the air is condensed 
on the evaporator and this controls the 











OF DISTINCTION 


BY JASPER CHAIR CO. 


The beauty and charm of genu- 











ine hardwood, skillfully crafted Member: 
and hand finished, makes Jasper WOOD OFFICE 
FURNITURE 
Chair Co. chairs the prestige INSTITUTE 
point of every office. From re- 
ception room to executive office 
“the right chair at the right 
price. 
* * © CLIP THIS COUPON TO YOUR LETTERHEAD BS ee eee 
Jasper Chair Co., Dept. 22, Jasper, Indiana 
Send free catalog and location of nearest dealer. 
NAME 
Address 
<= - . * 2 a oe ae — . se 6 a - - * e ae 7 oe se 
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DELAWARE COUNTY BANK 
Delaware, Ohio — mt 
Jackson Desk Installation 

by LEE'S Book Store, 

Delaware K E E 
(Dealer) 






 € Pa 


those are the 
qualities that built this old, estab- 


to the future 


lished bank. They are the same 
qualities its executives recognized, 
and bought, in Jackson Desks. 


The warmth and richness of fine 
wood furniture — traditional dignity 
designed in the modern mode 
here's Jackson Desk craftsmanship 


JASPER OFFICE FURNITURE CO. 


ras £8 &, tO ooa RF. as YU. $. Ae 


N JUDGES 


that appeals to farsighted executives, 


everywhere. 
2 o e 


Select the Jackson Desks most ap- 
propriate ‘to your own office and busi- 
ness needs see your near-by 
Jackson Desk dealer NOW! For his 
name, and further details, write to- 
day, Dept. M-2. 


MEMBER OF WOOD OFFICE 
FURNITURE INSTITUTE 


(Circle 243 for more information) 


OF SECURITY 


Selec? Jackson Desks 


Strength and security, with an eye 












Your Assurance of 
Pleasure and Efficiency... 


Alma Desks 


in your 


Office 


Planning 
Service, 


The Management Series offers a choice of 
three luxuriant finishes on genuine walnut, 
and a host of superior construction fea- 
tures. These are ample proof that famous 
ALMA Wise Economy will serve you better 
... for a business lifetime. Ask for litera- 
ture showing the 27 desks and related 
pieces in the ALMA Management Series 


and for the name of 
your nearest ALMA 
dealer. 


Better Desks Are 
Made of Wood 





Your Key to Greater Desk Value 


ALMA DESK CO., HIGH POINT, N. C. 


4 Office 
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humidity in the room. Cold water is 
pumped into the condenser jacket from 
a cooling tower on the roof, replacing 
the warm water within the jacket, 
which is piped to the tower, cooled by 
evaporation and returned to the con- 
denser. 

Humidity control has satisfactorily 
solved the moisture problem and card 
processing continues unhampered in 
any weather. 


Point-of-use 
equipment offers 
protection, ease 





Every morning the employees of the 
Farmers & Merchants Bank of Los An- 
geles had to push big cumbersome 
trucks from a remotely placed vault to 
the tellers’ cages on the business floor 
of the bank. 


contained ledger cards (active and in- 


These movable trucks 


active) and signature cards. In turn, 
every night, these trucks had to be re- 
moved to the vaults. 

This laborious and time-consuming 
problem was solved with the installa- 
tion of new equipment. ‘The signature 
cards were housed in insulated visible 





A BEFORE 











“Better Seating 


stepped up 
work output 


in our office’ 





says: 
Mrs. Lucille Wilson 

District Office Manager 
American Airlines, Inc. 








Model 15F 
THE COSCO 
SECRETARIAL 


29% 





*$31.00 in Florida, Texas 
and 1l Western States (Zone 2) 


Fatigue, work-lag and absenteeism drop 
when correct seating is introduced. 
That's why so many business men 
choose the Cosco Secretarial. It's de- 
signed by seating engineers to reduce 
fatigue, increase efficiency. Four easy 
adjustments mo/d this Cosco chair to the 
individual's build... while he or 
comfortably on a saddle-shaped, foam- 
rubber seat. Sturdy, all-steel con- 
struction. Die-drawn base. Choice of 
upholsteries and baked-on enamel 
colors. Mail coupon for details today. 


she sits 


HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 


Available in Canada and other world 
markets through registered Cosco dealers 


LOUFCO Sis. 





== = Please attach Coupon to your letterhead == = 


COSCO Office Chairs, Dept. MM-2 
Hamilton Manutacturing Corporation 
Columbus, Indiana 


I would like the name of my nearest dealer and 
full details on the following COSCO office 
cnairs. 

0) Secretarial 0 Executive CJ Side 
MMM et ae stp Ul art ake Miter a TK ANT eo 
MR as crae ie vat valent aca ny iihancca lanetaca te "halate exe wien d aise 
A idre Coe ee rere rec ee ereerneerer eee eee enee® 
te ee ve he.s SOR. » catebe 
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ORGANIZATION CHARTS 


VOU can matecity 





You yourself—or any 

designated employee—can de- 

velop, complete and revise perfect organ- 

ization charts without drawing a single 

line. You save the time and cost of a 

professional draftsman. You keep con- 

fidential information crystal clear—but 

confidential. Revisions in minutes. Also 

use the Chart-Pak Method for graphs, 
office and plant layouts. 


Mail this NOW! 





ce ee ee ee ee ee ee ee es oe 4 














aahiis CHART-PAK, INC. | 
| 96B Lincoln Ave. Stamford, Conn. ; 
| Send complete Chart-Pak facts. | 
| Name l 
1 Company I 
| Address I 
he ees 
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THIS WASH FIXTURE HAS 





NO FAUCETS 


@ One Sprayhead re- 
places 4 faucets, has 
no moving parts, — 
provides tempered wa- 
ter supply for 2 persons 
with perfect sanitation. 
@ Self-Flushing Bowl 
cuts janitor labor. Bowl 
flushes continuously 
when DUO is in use. 
No collection of dirty 
water. 

@ Foot-Control pro- 
vides spray of clean 
water at a touch of the 
foot. Supply cut off in- 
stantly as foot is re- 
moved. Hands _ touch 
nothing but clean run- 
ning water. 


TOPS FOR SANITATION, 
CONVENIENCE, GOOD WILL 


Bradley DUO-Washfountains are the last word 
in modern, sanitary, small washroom facilities. 
Foot-control provides the ultimate in protec- 
tion against communicable disease germs, and 
maximum convenience as well. People like to 
wash at Bradley DUOS. They know they are 


record cabinets in the tellers’ counter 
while the ledger cards were installed in 
insulated point-of-use cabinets, which 
made all records immediately available 
to the tellers. Protection against fire 
was now on a day and night basis with 
a considerable savings in time and 
labor over the previous method. In 
addition to the facility of operation, 
the general appearance of the premises 
was greatly improved. 






. Specially designed 
}eSBeF<ae movable partitions 
ieG-¥-48 for laboratories 


Six-inch thick movable steel parti- 
tions, designed specifically for the ex- 
acting needs of laboratories, have been 
installed throughout the National In- 
stitute of Health at Bethesda, Mary- 
land. Major advancements in labora- 
tory design include internally housed 
utilities. 

Partition post and panel construc- 
tion provides access to and support for 
mechanical and electrical services. Up 
to 20 feet of services and utilities, in 


one section, may be removed and re- 





A ABOVE: Left, wall construction details. 
Right, partition with interior fittings. 


¥ BELOW: Equipment completely installed. 











AIRTUBES... 


the QUICKEST WAY 
between any two points 
for handling mail, reports, 
punch cards, drawings, test samples, 
file folders, small tools, and 


many other similar items. 

















sanitary and safe. 

Installation is simple and economical. One 
DUO takes the place of two ordinary basins. 
Piping connections are reduced, floor and wall 
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space saved. Continued savings result from j \ 
lower water consumption and simplified main- Plants at 1 3702 Lamson Street, Syracuse 1, N. Y. 
tenance. Available with white or green vitreous 5 i 
enamel finish or in stainless steel. yracuse ] Yes, I'd like to know more about Lamson Airtube Systems. Please send i 
% | BRADLEY WASHFOUNTAIN CO. and J me the descriptive case-history brochure, Airtubes on Target. No 
: a 2311 W. Michigan St., San Francisco i obligation, please. 
. Milwaukee 1, Wis. 
per mene: ° 
Write for Bulletin K-711 Offices | Nome - + Title } 
in Company___ 7 eoianiserinanntieap ditmabiarta deste tiiaiiieinicadt 
BRADIEY) imine 
| * P i eee l Address t 
: a | Quo WH Cuntaind ' Poo ee ee) Oe Rie eer cy aes oe ' 
sii! : : | a ERE EE NE: ea tcl 2328 
Distributed Through Plumbing Wholesalers le am an ap an on an On om an an Gh ae etek isa calla ene iis es his id: ea bs _! 
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The Original 


TABLET ARM CHAIR THAT FoLDsS 


IMITATED BUT UNEQUALED 


@ Only 


for ordinary seating ... with the 
arm folded down 


at the side. _ 


< 
e Only (0 «ii. 


let you lift the arm out of the 
way as you sit down 


or stand up. 


= Only chairs are 
engineered and built to Clarin 


standards of strength and 


quality. 


Write for full information: 
Clarin Mfg. Co., Dept. 47, 
4040 W. Harrison St. 


Chicago 44, Illinois 


FOLDS FLAT IN 3 EASY STEPS 


chairs can be used equally well 

















Foam rubber 


il cushioning 
a CLARIN PLUS 
| feature. 


em 








eo There is a Clarin Steel Folding Chair for every age from nursery school to adult—and for every need— 
the only complete line made. Write for Free Illustrated Catalog. 


ENGINEERED QUALITY MAKES THE BIG DIFFERENCE IN FOLDING CHAIRS 
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paired without disturbing work in the 
adjacent laboratory. ‘Iwenty-foot sec- 
tions mean fewer joint connections, 
minimum leakage potential and 
greatly reduced installation and main- 
tenance costs. 

Shelving and wall cabinets mount on 
metal hangers, secured behind the cor- 
nice by mechanical fasteners, and may 
be easily put up or removed. 

Substantial savings are effected in 
every phase of the laboratory installa- 
tion, including plumbing, electrical 
and mechanical set-ups. 

For an illustrated brochure detailing 
construction, Circle number 284 on the 
Reader Service Card. 


Plant-wide sound 
system aids 
plant protection 





Carrier Corporation has installed a 
plant-wide sound system in all 15 of its 
permanent buildings at the Thompson 
Road Plants outside of Syracuse. Many 
call systems were analyzed—horn sig- 
nals, lighting, bell and paging systems. 
After due consideration and study, 
management finally decided on a sound 
system which they felt would give 
maximum value for dollars invested. 
Moreover, sound was selected because 
more could be accomplished with this 
type of paging, since voice is instant 
and reaches out to all areas. Engineers 
made a complete survey of the build- 
ings, noise levels and other such items. 

Its various usages include routine 
paging, special messages, emergencies, 
newscasts and quitting whistle. The 
average number of calls are 300 daily. 

The paging system is manned during 








methods 
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the working day by women and taken 
over after 5 p.m. by the Plant Protec- 
tion personnel, who use the system fon 
reporting-in. The system operates 24 
hours daily, seven days per week. 

For more information, Circle num- 
ber 287 on the Reader Service Card. 


plan- New products 
ning for work center 
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New door viewer 
includes lock and handle 

A new hardware product combines view, 
push, pull and lock into a single unit. De- 
signed by architects, it is a fresh approach 
to the old problem of safety in institutional 
buildings. No pinched fingers or doors 
opening on people are assured. It can be 
used in offices, libraries, cafeterias, schools, 
hospitals and laboratories. 

The hardware comprises a Y-shaped pull 
and a 14” thick glass push plate which 
doubles as the viewer. There are no ex- 
posed screws on the unit. 

A special mortised cylinder lockset is 
mounted below the pull. Key from outside 
and thumb-turn from inside operate the 
lockset. 

For more information, Circle number 
320 on the Reader Service Card. 


Panelled walls offer installation 
and maintenance savings 

A tongue and groove pre-finished wall 
surfacing, just introduced, offers substantial 
economies in installation and maintenance 
costs. Designed for speedy installation, 
without the division mouldings and adhe- 
sive usually required for pre-finished panel- 
ing, these new materials save labor costs in 


either new construction or remodeling. 
They come in planks 16” wide and 8’ 
long and blocks 16” square; both are 3/16” 
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THE TR UL -Y MODERN OFFICE MUST BE AIR CONDITIONED 





EMPLOYEES WHO WORK IN COMFORT WORK BETTER 


modernize with CHRYSLER AIRTEMP 





--e- THE LAST WORD 
ta moder 


AIR CONDITIONING: 





Surveys based on actual experiences have proved that the working 
comfort provided by modern air conditioning greatly increases the efficiency 
of employees in offices, reducing the frequency of costly errors. With 

air conditioning, you will find, too, that the clean, cool, healthful atmosphere 
will improve the morale of your office force and costly turnover will be 
minimized. Your cleaning and redecorating costs will drop because 

it will no longer be necessary for employees to open windows and 


doors to bring in outside air with its dust and dirt. 


But get the /ast word in modern air conditioning for offices. 
Buy Chrysler Airtemp! “Packaged” air conditioning was pioneered by 
Chrysler Airtemp in 1937. More Chrysler Airtemp “Packaged” Air Conditioners 


have been sold than any other make. And only Chrysler Airtemp engineering 





gives you such important features as the super-efficient, super-quiet 


Sealed Radial Compressor . . . “Maxi-Fin” Coil for more effective cooling... “Packaged” Air Conditioners 


in nine models, 2 to 15 H.P., 
meet most cooling needs. Other 
Chrysler Airtemp products for 
all systems of air conditioning— 
a complete line to suit every 


“Airfoil” Grille to direct the air exactly where you want it by means 
of adjustable vanes . . . greater cooling capacity . . . more compact, 


space-saving design. Send coupon now for complete details! 














requirement. 
aint of sttume o> 
@ Guaranteed by > 
Housekeeping 
43 aove mrss ee EE ES SS 
anise woe ee EE 
| MM-2-54 


Airtemp Division, Chrysler Corporation 
P.O. Box 1037, Dayton 1, Ohio 


H RYS |F R Al RTE / : I'd like to know more about Chrysler Airtemp Air Conditioning. 
| 











| Nome ssshaliplaineiiindiatas 
HEATING e AIR CONDITIONING iia Te, Niblitisiccceteatinas 
for HOMES, BUSINESS, INDUSTRY | : aoe 
Airtemp Division, Chrysler Corporation, Dayton 1, Ohio | a i ati Te ee 
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Sharpens Pencils Like Magic! 
SAVES TIME... SAVES MONEY 





AMAZING 


COMPLETELY 
AUTOMATIC 





World’s Finest Electric Pencil Sharpener 
“PROVEN THROUGH 13 YEARS OF SATISFACTORY SERVICE” 


Make it a point to save time and pencils . . . easy-to-see 
front opening at the natural writing angle . . . sharpens 
pencils instantly . . . works automatically . . . no groping 


for side openings . . . no slow cranking . . . full view size- STARTS 

changing device for various size pencils . . . no bolting down AUTOMATICALLY, 

. .. Stays put on rubber base... no slipping and no marred om 2 

furniture . . . beautifully designed to look well in office or : SAVES TIME, 

home ... no messy lead dust or shavings are spilled from NO WASTE 

shaving drawer which slides out easily without tipping . . . fut toaaat wand ond 

sharpens just enough . . . does not chew up pencils or waste electro pointer 

lead and wood. automatically starts 
.-.no slow cranking 














L ... then check length 
i ee of new sharpened 


pencil against new 


CALL YOUR STATIONER OR WRITE 
unsharpened one 


STILE-CRAFT ro. 


MANUFACTURERS INC. SHARPENS 


VARIOUS 
1825 MACKLIND AVE. « ST. LOUIS 10, MO. SIZE PENCILS 
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thick. They feature the first successful 
tongue and groove joint for material 3/16” 
or less in thickness. Ten “companion col 
ors” are available, especially styled by 
Raymond Loewy Associates, as well as four 
authentic wood pattern finishes. The per- 
manent, soilproof surface is very easy to 
clean and resists moisture, heat and stains. 
The planks and blocks can be applied 
over furring strips or to a continuous 
backing such as plaster or plywood. ‘The 
paneling is held firmly in place by nails 
wr easily-installed clips and an exclusive 
tongue and groove joint conceals all fast 
ening in the finished installation. ‘The 
only tools usually required are a level, a 
saw and a hammer. Business can continue 
without interruption during installation. 
For more information, Circle number 


282 on the Reader Service Card. 


All-white rubber matting 
for easy maintenance 
The perfection of a new all-white rubber 
floor matting has just been announced. The 
corrugated matting is a dead white with 
black backing and resists discoloration. 
It is sound absorbent and resistant to 
chemicals, alkalies and rough wear, no mat- 


ter how often it is rolled, re-rolled or 


scrubbed. It is particularly useful in office 





and factory dispensaries, since dirt will al 
ways show up quickly. There are also psy- 
chological reasons for using white matting: 
it brightens up any place and makes for a 
cleaner appearance. 

For more information, Circle number 305 


on the Reader Service Card. 


Long wearing plastic marker 
for indicating traffic lanes 

A new type of traffic marker for plant, 
warehouse and office floors is made of a 
tough, long-wearing plastic material. They 
are 3” x 6” x .02” in size, bright yellow in 
color, non-absorbent and resistant to most 


solvents. Easily installed with a special 
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oil-resistant adhesive, they can be placed 
in a variety of designs for indicating aisles, 
clearance lines, storage zones and similar 
types of marking on wood, concrete, 
asphalt or composition floors. ‘he floor is 
not harmed in any way—no drilling, spikes 
or countersinking. 

For more information, Circle number 
280 on the Reader Service Card. 


Easily applied texture surface 
for problem walls and ceilings 

A new formulation of latex and resin, 
to solve problem walls and ceilings, trans- 
forms old, cracked, uneven surfaces into 
interiors that are free of plaster cracks, 
dents, nail holes and blemishes. It is also 
recommended as an economical finish for 
dry-wall construction, concrete, — brick, 
painted wood and metal. 

It plasters and paints in one operation; 
no primers, sealers or undercoats are 
needed. Where wall maintenance is of 
prime concern, the paint is far toughen 
and more resilient than plaster and more 
scrubbable than ordinary paint. 

Surfaces dry in an hour, leaving no un 
pleasant odors or toxic fumes. Consequent- 
ly, ofhce work interruption can be elimi- 
nated by off-hour application. Not alone 
a practical and inexpensive solution to 
problem interiors, the paint provides an 


unlimited number of original, modern tex- 





1. Broad side of whisk 2. Stipple-rotler makes 3. An inexpensive, stiff 
broom forms vertical an attractive texture fibered brush, applied 
lines; edge of broom when applied over @ with twisting motion, 
gives the horizontal freshly painted area makes “custom” wall 





4. This fine texture is 5S. Large scraping knife 6. Common broom will 
made by patting with pulled carelessly in vary equal combed wood ef 
side of paint brush, pull ing directions is this fect Surface needs n0 
ing away quickly texture’s secret additional finis! 








tures, thus lending depth, warmth and dis 
tinction to an interior at a cost far less 
than other furnishings. 

For a free color chart and more informa 
tion, Circle number 288 on the Reader 


Service Card. 


Dehumidifier is also 
a blower-space heater 

When the humid season has passed, a 
new dehumidifier now can be used as a 
space heater for a room or basement area. 
\ 1300-watt heater element has been added, 
enabling the dehumidifier blower to drive 
the heat into the room. ‘Thus the unit 


becomes a supplemental room heater in 
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Sturgis steel chairs have joined the 





anti-noise crusade in offices . .. with 







fiber glass bases that are quite noiseless 

















in motion over the roughest floors. Makes 







a Sturgis chair a sound investment, 


especially when you remember that a fiber Engineered for Long Life and Minimum Maintenance 


glass base just can’t be harmed by office Nylon Thrust Bearing: takes a lifetime of swiveling. 
abuse, never looks shabby, never needs Ball Burnished Spindle Bearing: perfect fit for long life. 
refinishing. Gray, green, walnut or black, Superior Casters: oversize ball bearings, extra wide rubber wheels. 


STURLON® Finish On Metal Parts: 70 to 20 times as abrasion- 


on 8 executive and stenographic models. ‘ 
resistant as other finishes. 








ee ee 

THE STURGIS POSTURE CHAIR COMPANY | 

General Sales Offices, 154 East Erie St., Chicago 11, Illinois 

We'd like a copy of your illustrated folder on J 

chairs with fiber glass bases. 

[ Name____ = | 

3 | 1 

—e | Firm Name___ SEE Me ae SEE a silenitichiidiiiniteea at anaigla | 
POSTURE CHAIRS | «0. 0 
Manufactured in Sturgis, Michigan and Charleston, South Carolina | City. State | 
) HE STURGIS POSTURE CHAIR COMPANY, STURGIS, MICHIGAN De ne a ae ee eee 
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PAYS FOR ITSELF 


FAST! 








MODEL 24-H 





Harter chairs with correct posture design and quick adjustments to 
fit each worker pay for themselves in increased production and 
fewer errors. There is another, and equally important, benefit with 
Harter stenographic and secretarial chairs like the model 22 and 
24-H shown. They increase employee morale and help you hire and 
keep hired the more effective employees. 


Looking at these chairs you get an idea of the welded construction that 
has no bolts to rattle or come loose. You get a hint of the fine 
tailoring and metal finishing. But you really need to examine them 
first hand to know that the upholsteries are the heaviest and most 
durable made and that the molded foam rubber cushions are cool and 
comfortable. Write for informative booklet on posture seating. 
We’ll send name of your helpful Harter dealer. He’ll be glad to 
demonstrate these chairs. 


HARTER CORPORATION, 206 Prairie St., Sturgis, Michigan ’ 





Al A) RTE IR 


STURGIS, MICHIGAN 


POSTURE CHAIRS 
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mild-climate areas on cool days at the 
beginning or end of the regular heating 
season. Also the arrangement of the com- 
pressor, motor, blower and evaporator has 
been changed with an economy of space 
that reduces the over-all size of the unit 
appreciably. The water squeezed out of 
the air is now delivered to a specially 
shaped, flat container that fastens to the 
back of the dehumidifier. The new con- 
tainer can be removed for emptying with- 
out spilling even when full. A trap auto- 
matically prevents water from dripping 
onto the floor while the container is be- 
ing emptied. 

For more information, Circle number 
317 on the Reader Service Card. 


Modular bricks are self- 
faced on both sides 

A new load bearing facing tile makes 
possible single-unit wall construction with 
finished facing inside and out. Interior 
surface is ceramic glazed while the exterior 
finish is unglazed, rough texture buff. 


Modular dimensions apply to all unit 














RACE VALET 


LOCKERETTE 


—Combines the best features of 
both lockers and coat racks. 








Wraps are exposed 
to air and light. 
Employees do not 
face the weather 
in damp wraps 
that have been 
crumpled in dark 
lockers — do not 
eat soggy lunches, 
soaked by wet hats 
or gloves. Each 
person has his own 
spaced coat hanger, ventilated hat shelf and 
12" x 12" x 15" deep lock box for lunches, 
tools and personal effects. 
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Lockerettes save space too ... the No. 6- 
12 (2-column) accommodates !2 people in 6 
ft; the No. 9-18 (illustrated) accommodates 
18 in 9 feet. 


Write for Bulletin No, OL-22 


VOGEL-PETERSON CO. 
1121 West 37th St. «© Chicago 9, Ill. 











GUARD AGAINST KEY TROUBLE 


Why put up with another day of troubles with 
Lost Keys... Mixed-up Keys... Stolen Keys 

. Poorly Cut Keys ... Expensive Lock Re- 
placements . . . Damaged Equipment .. . ? 
BE FREE, WITH... 


a EE ait 
Key Control 
A Reore Bey, 


FILE AND FIND KEYS FAST 
Easy to install... Simplicity itself. Keeps keys 
... right at the end of your finger tips! 


For complete details write 


P.O. MOORE CORP. 


cTolem-Sd.m-\a-mem, coke acl a ae cee, oe oe 
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is your 
office 
wasting 





$21,000? 


For graphic proof—send for 
Apsco’s booklet, “THE MYSTERY 
OF THE HIDDEN COSTS.” 
You might not be aware of it 
but it’s entirely possible that 
your own office is wasting $21,000 
a year through improper pencil 
sharpener placement. Don't delay, 


send for your FREE copy today. 









_APSCO PRODUCTS INC. 
DEPT. M-3 
336 NORTH FOOTHILL ROAD 
BEVERLY HILLS, CALIF. 
Yes, I'm interested in reducing 
office overhead. Please send me 
your free booklet. 


(Attach coupon to your letterhead or 
business card and mail today!) 


ee SE ES SE ES SS SS SS 
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sizes, but they are equally adaptable tor 
non-modular construction. Interior facing 
units are 2” and 4” in thickness with nom- 
inal 4” x 12” face dimensions; shapes are 
available to meet all normal building re- 
quirements. 

The tile is of vertical cell construction 
and is of hard-burned de-aired fire clay. 

For more information, Circle number 


303 on the Reader Service Card. 


Hand cream resists grease, 
protects skin from stains 


The use of a hand protective cream, o1 
“invisible glove,” is now at an all-time 


high. The cream is simply rubbed on 








before doing messy work and rinsed oft 
S d 


afterwards. Paint, oil, grime and _ stains 
disappear as the invisible glove washes 
away. The protective cream is perfect fon 
painters and mechanics. 

For more information, Circle number 
289 on the Reader Service Card. 


Comprehensive booklet describes 
techniques of industrial feeding 


A new brochure defines the four prin- 
cipal types of group feeding: cafeterias, 
mobile canteens, snack bars and _ service 
dining rooms. It graphically shows how 
controlled mass feeding affects the upgrad- 
ing of efhciency and morale. 

Intra-organizational feeding makes it 
possible to provide dietetically well-round- 
ed meals to larger groups at the lowest 
possible cost. As each mass feeding prob 
lem has its own particular requirements, 
every installation is “made to order” for 
a specific location. 

For a free copy of the illustrated bro- 
chure, Circle number 293 on the Read 


Service Card. 








Sometime this year 


you are going to buy some new 
office furniture...so wouldn’t it be 


good business, before you buy, to see 


PRODUCTS 





SLIDING DOOR 
STORAGE CABINETS 


BOOKCASES 
AND STORAGE UNITS 








S 








SF nce || 








| 




















(~ May we send you some literature on the Borroughs Products shown above? 
Gr Borroughs Products are not only attractive in looks and price, but they 
1 z) » are practically designed and built to last. “Good Investments’ are the 


is ¥, two words that best describe them. Write us today. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3006 NORTH BURDICK alip KALAMAZOO, MICHIGAN 
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“Cool water helps 
increase employee 
efficiency and 

morale !” 








Frigidaire Flash-0-Matic 
Water Coolers save up to 
30% on operating costs! 


Employees work better—feel better — in 
offices where cool, clean drinking water 
is handy. And because Frigidaire Flash- 
O-Matic action chills instantly when 
water runs, neither water nor cooling 
power is ever wasted. Frigidaire engi- 
neering banishes costly servicing — as- 
sures a lifetime of dependable service. 


No Spurt... No Sputter. Automatic 
pressure regulator balances water system 
changes. “No-Splash” porcelain basin. 
Electrical Toe-Tip control. In 6, 12, and 
18-gallon capacities. Powered by thrifty 
Meter-Miser, warranted for 5 years. 


Bottle-type Coolers also available 
with or without handy refrigerated com- 
partment for ice cubes, bottled drinks. 


Call your Frigidaire Dealer. His 
name is in the Yellow Pages of your 
phone book. Or write: Frigidaire, Dayton 
1, Ohio. In Canada, Toronto 13, Ontario. 


Frigidaire =a 
Water Coolers 


BUILT AND BACKED BY GENERAL MOTORS 
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Percentage method saves on 


Payroll computation 


IS equipped with proper 
calculating machines realize considerable sav- 
ings on payroll preparation by taking advantage 
of the Government ruling that permits payroll 
computation by use of a percentage method and 
figuring of Withholding Tax on the nearest dol- 
lar of wages. 

Briefly, all that is necessary is to remember the 
tax on one exemption for the pay period. 
Straight time earnings, overtime compensation 
and total earnings are determined in one opera- 
tion and Social Security and Gross Withholding 
Tax in the next. 
automatically subtracted and the Net Withhold- 
ing Tax appears in the calculating machine 


Exemption allowances are 


dials. ‘Total deductions are accumulated, sub- 
aig from Gross to show Net Pay and Net 

Pay figures are automatically accumulated to a 
Grand Total. 

The method offers many advantages. It’s faster 
because it isn’t necessary to refer to wage bracket 
tables. ‘The machine does all the computing, so 
the operator can write down answers during the 
operating cycle, reducing over-all computing 
time. Errors are reduced, because all figures are 
available for checking before computation is be- 
gun. Since tables aren’t used, the possibility of 
transposition errors is materially reduced. 

If a time clock system is used, further savings 
can be made by using the machine to obtain 
total weekly hours and minutes from the read- 
ings on the cards. This method is based on the 
use of continuously numbered hours, i.e., 1:00 
p-m. is 1300, 5:00 p.m. is 1700, etc. Under this 
arrangement, the figures in the morning and 
afternoon “in” columns can be added together 
and subtracted from the total of the figures in 
the morning and afternoon “out” columns. 

With slight modifications, the method used 
for computing a weekly payroll can be used for 
preparing semi-monthly and monthly payrolls. 
Variations and tables are also available so that 
bonus arrangements and piece work rates can be 
included without detracting from the efficiency 
of the basic method. 

For further information and copies of meth- 
ods and tables, Circle number 319 on the Reader 
Service Card. 


“You Don’t Have To 


SOFT ROLLER ME 
___ Blank Insert When You Use The New 


= St IQ 8 TY PERITE 


INDEX TABBING With 











Pica Spaced Inserts!” 
- Accuratel YW 
a : ae _| SAVES 56% TYPING TIME 
ace 
ae os On Typing |, 2 or 3 Line Titles 
[ eaneee aaa 4 @ Typing is Faster, Easier 
Typewriter Use.” F @ Always On a Straight Line! 
Bee 4 @ Titles Are Neater, Cleaner! 
An @ Ends The Need For Tedious, 
‘i? oe AICO -, Fatiguing Soft Roller i. 
\J “Exclusive! SA i 
(ney THESARED | ENGT RY 
wore x ae Ca 
hae EASY ReQv le NS eal 
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IT’S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has blank inserts spaced 
exactly 2 and 3 picas deep to permit use of the line space lever 
when typing titles. This ends the need for soft roller work when 
centering or positioning the titles on the insert strips. Just set 
the line space lever for 1, 2 or 3 spaces and you breeze right 
through the job. 


Now, At Your Stationer or Write Dept. 3 For FREE Sample! 


AIGNER 
INDEXES 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 
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FOR MANAGEMENT METHODS 


If you would like to retain your copies of 
Management METHODS, here’s a speci: ally de 
signed binder that will hold 12 issues with 
out crowding. Looseleaf, it requires no post 
hole punching. Pages open flat with no part 
of the gutter of a page hidden from view. 
Issues can be inserted in a second. The 
rich, maroon, leather-like cover is hard so 
that volumes may be stored ‘‘on end” in 
your bookcase. Each binder is embossed with 
the title “Management METHODS” 


Single binder price is 
$3.95. Or, if you have 
back issues on hand, 
save a dollar by order- 
ing two for only $6.95. 





Check or money order must accompany 
your order to: 


Sartau 


STATIONERS, INC. 


141 East 44th St., New York 17, N. Y. 
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you DON’T hide 


‘ THIS PROPERTY TAG! 
\ 











4 Improve the efficiency of property iden- 
tification with easy-to-see ‘SERIALLY 
NUMBERED AUTOGRAPHS”. They’re 
handsome, durable, .016” aluminum 

plates. Stamped serial numbers are 
black-lacquer filled for maximum leg- 
ibility. Other copy is lithographed 
in sparkling colors. They won't mar 
the beauty of your finest equip- 
ment. No drilled holes, tools, 
brads, wires or messy tapes are 
needed. Mount them on any clean 
surface (crackle finish, too) by 
simply brushing activating sol- 
vent on the adhesive backing. 


THEY. nk | 
11CK, 
4 so 

Tine ae oe. et META GHIA, 


. . ° ASO CATE LO 
descriptive literature 
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The DENOMINATOR . 
goes to work for Pordens 


Delivery route make-up is now simplified by using 
The Denominator—a modern, inexpensive, easy-to- 
operate device for counting and segregating tele- 
phone orders, shown at left, for quantities of ice 
cream by flavor, size, specialty, etc. This tabulation 
provides consolidated figures for load sheets at right. 
A large number of trucks in the Metropolitan New York area are now 
loaded with actual orders only—returns are reduced to a minimum. 
Result... greater efficiency and maximum savings in time and labor. 





For the simple solution to your counting-tabulating problems, write 
Dept. MM-41. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 
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FINGERPRINTS 
scare bad check artists 


es Pn order to offset the problem of 
bad check losses, two San Francisco firms are 
now using a new system whereby the casher’s 
fingerprint is attached to the check offered for 
payment. The White House, a San Francisco 
department store, reports: “Its effectiveness is 
mostly psychological. The primary object in 
our use of this system is not so much to trace the 
forger—although that may happen in some cases 
—as to discourage him in the first place. A few 
customers have shown annoyance but the ma- 
jority think it saves a lot of trouble digging for 
some means of identification.” 

In the first two months the system was in op- 
eration, there was better than a 40% drop in 
bad check losses. The apparatus is a light- 
weight, compact device, easily available and 
handy to use at either a cashier’s window or ona 
counter. It consists of a stainless pad which 
leaves no color or odor on the customer’s finger, 
a roll of sensitized paper and a moistener for 
attaching the printed tab directly to the back of 
the check. 

As the result of a highly successful trial run in 
three west coast Lucky Grocery Stores, the sys- 
tem was installed in all 35 stores of their chain. 

Oakland, California, police arrested several 
members of a check-passing ring in November, 
1953, thanks to an alert grocery clerk. A mem- 
ber of the gang walked inte the Emby Food 
Store and offered a payroll check from the East 
Bay Iron and Metal Works, drawn to one C. 
Anderson. When the clerk asked him to be 
fingerprinted, the man left hurriedly. The clerk 
called the Iron and Metal Works and was told 
that it had no C, Anderson on its payroll. He 
suggested that perhaps some of the firm’s checks 
might have been stolen. The company investi- 
gated and discovered that 39 blank checks were 
missing. Armed with this information, the 
Grocers’ Association put out a warning to its 
member stores. Next morning, when two mem- 
bers of the ring tried to cash a check at a down- 
town store, they were arrested. 

For information about the fingerprint device, 
Circle number 304 on the Reader Service Card. 
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LEASE OR BUY 





SS Ni ay Companies are leas 
ing equipment. Many more are consider- 
ing 


ing, has both its advantages and disadvan 


doing this. Leasing, instead of buy 
tages. Most of these can be evaluated by 
the accountant so as to provide factual in 
formation as a basis for management de 
cision. ‘The studies given as illustrations 
in this paper show how these evaluations 
were made in one company. They are 
not presented to provide the answer to the 
question, “Shall we lease or buy equip 
ment?” ‘They were presented as a means 
for obtaining that answer. Every proposal 
must be evaluated in the light of specific 
conditions in each company. 

Efforts of firms offering to lease us equip 
ment struck a particularly responsive note 
because we consider “capital employed” to 
be the total assets of the company, or the 
total assets assigned to a segment of the 
company. Net profit is related to capital 
employed to establish the return on cap 
ital employed. Since return on capital 
employed can be increased by (1) increas 
ing sales volume without an equal increase 
in cost, (2) reducing cost and (3) reducing 
capital employed, the managers are con 
stantly seeking means of achieving any one 
of these results. The leasing plans ap 
peared to provide a solution to their prob- 
lem of keeping capital employed at a mini 
mum. 

Also, oui @ vs reasoned that, if the 
lessor wa tished to earn a lower per- 
ue tce of his investment than our com 

syective for return on capital em- 
pioyed, it was to the company’s advantage 
to lease, rather than to buy, equipment, 
As a result, the plant referred many pro- 
posals to the purchasing department and 
also asked it to seek out possible lessors of 
equipment. The purchasing staff made 
the contacts with the prospective lessors, 
received their proposals, and submitted 
them to the controller for evaluation. 


Pseudo-purchase vs. bona fide lease 


Proposed lease agreements contained 
widely different terms, depending upon 


the type of equipment and the _lessor’s 


methods of operation. Some proposals 
were simply the familiar lease-purchas 
contracts under which, after a_ specified 
number of stated payments, title to the 
equipment passed to the company. Others 
were found to propose a rental for a term 
of years which approximated the useful 
life customarily assigned to such equip 
ment. Under these, there was a clause 
granting us the right to purchase the 
equipment at a nominal price upon the ex 
piration of the lease. However, plans pro- 
viding for title to the equipment to pass to 
the lessee were ruled out, regardless of the 
terms or timing. This was done because 
the allowability of rentals under these as a 
cost for income tax purposes was consid 
Also, treat 


ment in the financial statements of the 


ered to be very questionable. 


values of such equipment and the rentals 
to be paid on it, appeared to present many 
problems. Such values would probably 
have to be shown as an asset. 

Fortunately, most of the proposals were 
lease agreements in fact as well as name. 
Under these proposals, the lessor agreed to 
supply specified equipment for a stated 
monthly or annual rental. Terms varied 
as to the minimum period of time of rent 
al, provision for renewals and cancella 
tions, frequency of replacement of used 
equipment with new equipment, insurance 
coverage and responsibility for repairs and 
maintenance. Because of the many vari- 
ations in the proposals, it was necessary 
initially to evaluate all of them. Gradually 
a pattern was established and now most 
new proposals can be evaluated by com- 
parison with the cost study of an earlier 
one of similar nature. 


Claimed advantages of leasing 


All of the proposals to lease were pre 
sented as having one or more of the fol 
lowing advantages over ownership: 

1. Lower cost to the lessee. 

2. Saving or release of working capital 

which, under ownership, would be in- 

vested in fixed assets. 

3. Allowance of rental fees as a cost for 

income tax purposes, 


{. Freeing the lessee of costs incident 
to purchasing equipment. 

5. Saving the costs of keeping property 
records for owned equipment. 

6. Provision of equipment for short peri- 
ods, when long-term need was question- 
able, without increasine the investment 


in fixed assets. 
A study in rental of automobiles 


The earliest and most numerous rental 
proposals received were for salesmen’s auto- 
mobiles. Evaluation of these was com- 
paratively easy, for our company had for 
years maintained detailed cost records for 
each car it owned. Comparison of the an- 
nual cost under the rental agreement with 
the cost of operating company-owned cars 
during the past year was the basis of evalu- 
ation. One study illustrates the methods 
used: The lessor provides automobiles of 
specified make and model at a rental cost 
of $75 per car per month, irrespective of 
mileage driven. ‘The rental covers all costs 
except gasoline, washing, storage. local use 
or personal property taxes and oil added 
between scheduled oil changes. Title re- 
mains with the lessor at all times and he 
has the right to replace any unit with a 
new one at any time, upon proper notice 
to the lessee. The agreement also contains 
a Clause providing that, if a profit (differ- 
ence between depreciated value and sales 
price) is realized by the lessor on the sale 
of any car which had been used bv the les- 
see and replaced with a new unit, the les- 
sor and lessee will divide the profit equally. 

A summary of the comparative annual 
cost of owning or leasing two hundred 
automobiles was prepared. ‘The operating 
costs of the owned cars were taken from 
the cost records and segregated into those 
which would and would not be incurred 
if the cars were leased. Operating costs 
not included in the rental charges were 
then added to the annual rental price for 
two hundred cars and the total compared 
with the total annual cost of ownership. 
Consideration was next given to interest 
on the investment in cars, the investment 
being the depreciated value of the fleet 


methods 
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by |. Wayne Keller 


Controller, Armstrong Cork Company 
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owned. Costs of acquisition and record- 
keeping were estimated and included in 
the comparison, even though it was be- 
lieved that these could not be eliminated if 
cars were leased, because they were in- 
curred in many departments. The total 
cost of ownership was then compared with 
that of leasing. Because our automobile 
records disclosed that the company realized 
a profit on its used cars sold and replaced 
with new ones, averaging $95 per year per 
car in the fleet, this profit on sale of used 
cars was deducted to arrive at the net cost 
of ownership. ‘These comparisons showed 
a cost advantage of ownership. The ad- 
vantage was reduced by the applicable nor- 
mal tax and surtax (52°%) to arrive at the 
after-tax net profit advantage of owner- 
ship. Since the company sells its used cars 
and treats the profit as a capital gain, the 
after-tax figures reflect a retention of 75% 
of this profit. The after-tax effect was de- 
termined in every instance, because de- 
ductability of rental for tax purposes was 
emphasized in so many of the proposals. 

At this point, the comparisons gave no 
effect to the possible profits which the les- 
sor would share equally with the lessee 
when the cars were replaced and sold. A 
calculation was then made of the profit 


per car per year which the lessor would 
have to realize for the company to break 
even. Since such amounts received by the 
company would reduce the rental cost and 
thus, in effect, be subject to tax, the “after- 
tax net profit advantage of ownership’ was 
divided by 48% to arrive at the amount 
the company would have to receive for a 
true break-even on rental, which, in turn, 
was half of the profit the lessor would have 
to realize. Considerations in this study 
were thus reduced to a question of how 
much profit the lessor and the company 
could expect to realize on the sale of used 
cars. Had the sharing of profits on cars 
sold by the lessor not been in the proposal 
(and it wasn’t in most of them), there 
would have been no question as to the cost 
advantage of ownership. 


Checking with other companies 


The results of the studies of ali ieasing 
proposals for automobiles showed a profit 
advantage for ownership. Since cost sav- 
ings were claimed by most rental com- 
panies and since it was known that other 
large companies were leasing automobiles, 
the results of the studies were regarded 
with some skepticism. Contacts were made 


with representatives of those companies 
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MACHINE TOOLS 
Comparative Annual Costs per $10,000 of List Price if Purchased or Leased 
ANNUAL COST IF OWNED 
Interest ANNUAL COST IF LEASED 
on Average Net Proftt 
Yeor Average Book Total Rental Rental Advantage 
of Book Value After Tox Before After Tax (Disadvantage) 
Use Value Depreciation Insurance @ 312% Total at 52% Tox et 52% of Ownership 

i} $9,667 $ 667 $ 36 $ 338 $1,041 $ 500 $ 3,900 $1,872 $1,372 
2 9,000 667 36 315 1,018 488 3,000 1,440 952 

3 8,333 667 36 292 995 477 2,100 1,008 531 

4 7,666 667 36 268 971 466 1,600 768 302 

5 6,999 667 36 245 948 455 1,200 576 121 
6 6,332 667 36 222 925 444 800 384 (60) 
7 5.665 667 36 198 901 432 500 240 (192) 
8 4.998 667 36 175 878 421 360 173 (248) 
9 4,331 667 36 152 855 410 240 115 (295) 
10 3,664 667 36 128 831 399 100 48 (351) 
Total 10 Years $6,670 $360 $2,333 $9,363 $4,492 $13,800 $6,624 $2,132 

Exhibit 1 ™~ on 
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known to be leasing cars, one of which had 
stated that it saved money by leasing cars 
for its salesmen. It was found that two of 
the companies had changed to leased cars 
from a plan of reimbursing employees on 
a mileage basis for the use of personally- 
owned cars. ‘These companies had realized 
savings by changing to leased cars but had 
not investigated the comparable cost of 
company-owned cars. The third had 
switched from company-owned to leased 
cars when it had a very small number in 
operation. The change to leasing was 
made in contemplation of a substantial in- 
crease in the number of automobiles, the 


acquisition of which would have caused a 


50 


heavy drain on working capital. Also, its 
average annual mileage per car was sub- 
stantially higher than ours, so that oper- 
ating conditions were not comparable. 
Probably our cost advantage of owner- 
ship is due to conditions which are pe- 
culiar to our own company. Our average 
mileage per car per year (18,600) is rela- 
tively low. In addition, every salesman is 
trained to think of the car which he drives 
as “his car.” All costs of that car, al- 
though paid by the company from travel 
money advances to the salesman, are re- 
flected against his travel cost. If he dam- 
ages or wrecks the car, the cost of repair- 
ing it is reflected against his travel cost, 


since the company is self-insurer for dam 
age to its own property. ‘The salesman 
wants to keep his travel-cost-to-sales ratio 
low, so he keeps his car operating costs at 
a minimum. Cars are sold after three 
years of use or at 50,000 miles, whichever 
comes earlier. Again, the salesman “shops” 
his car and secures the proposal for the 
new one. ‘This is cleared through the dis 
trict manager and submitted to a purchas- 
ing agent in the home office for final re 
view and issuance of the purchase order. 
Thus, fleet administration effort is spread 
widely, is a burden to no one and admin- 


istrative costs are minimized. 


A study in rental of machine tools 


The proposals for leasing machine tools 
and other industrial equipment to the 
company were less uniform in rental rates 
and conditions of lease than those received 
for automobiles. A typical evaluation was 
for the rental of machine tools of the type 
which company experience has shown 
should be depreciated over a period of fif- 
teen years, or over a period of ten years 
with a salvage value of one-third of the 
purchase price at the end of the tenth year 
(Exhibit 1). 
surance of the machine. 


Rental payments include in- 
All other costs, 
including maintenance, are borne by the 
lessee. In computing the cost of owner- 
ship, interest was included at 314% of the 
average book value of the equipment in 
each year. This average was computed as 
the book value at the beginning of the 
year less one-half of the depreciation for 
the year, 

A profit disadvantage in leasing during 
the first five years of the lease and a profit 
advantage during the second five vears was 
shown. Depreciation was figured on the 
straight-line method in accordance with 
our established practice. Other methods 
of computing depreciation would change 
the comparative annual and total costs. 
Also, a uniform tax rate was used, with the 
effect of excess profits tax not considered. 
Higher tax rate in the earlier years than 
in the later ones would also change the 
comparative costs because of the declining 
scale of rental fees. 

To go further and to determine the ef- 
fect of machine tool rental on return on 
capital employed, it was assumed that a 
plant found it necessary to replace a ma- 
chine which was fully depreciated. Since 
cash is assigned to plants of the company as 
percentage of their sales and other assets 
are specifically assigned, the effect of the 
purchase of a machine for ten thousand 
dollars would be to increase by that 
amount the plant’s capital employed. 


‘The comparison of return on capital em- 





ployed shows that, if the machine is leased, 
the return is lower for the first two years 
and higher thereafter, than it is if the ma- 
chine is purchased. ‘This is the result of 
the ratio of the profit advantage of owne1 
ship to the amount of capital required for 
ownership. 

This study revealed a peculiar situation 
Phere was a net profit advantage of ownet 
ship in total over the ten-yeat period, 
profit advantages in the first five years 
more than offsetting profit disadvantages 
in the last five years. On the other hand, 
ownership resulted in a better return on 
capital employed in only the first two years 
of the period. Over the ten-year period 
of ownership, the net profit improvement 
showed a straight arithmetical average ol 


907 


9 
Ie 


average return experienced before replace 


per year. Since this is less than the 
ment, it obviously results in a reduction in 
the average return after replacement of the 
machine by purchase. In this case, the 
weight of evidence is slightly on the side 
of leasing. However, the figures are so 
close for either method of acquisition that 
the decision will probably be influenced 
by intangible factors, considered by man 
agement along with the tangible evalua 


tions of the cost studies. 


Lease evaluation for a mobile crane 


Most of the studies resulted in compat 
isons which made the decision as to pur 
chase or lease quite obvious. A_ typical 
study was made for a piece of heavy equip 
ment on which we customarily place a life 
of fifteen years. ‘The proposed lease was 
for a term of three years, with the lessor re 
placing the item with a new one at the end 
of that period. The lessee was to be re 
sponsible for minor maintenance. If leased, 
replacement every three vears would elim 
inate major maintenance costs. The engi 
neers estimated that, after the third year, 
major maintenance on owned equipment 
would be required every three years at a 
cost of $3,000 for each overhaul. ‘The list 
price was $24,000 and rental charges were 
based on the list price, the monthly rates 

, 


being 314,°% the first year, 3°% the second 


lo 
year and 214°, of the third year. 

The comparison of the before-tax cost 
of ownership versus cost of leasing, both 
per year and in total for the fifteen years, 


As a 


result, no further computations of cost 


was heavily in favor of ownership. 


after tax nor of the effect on return on 
capital employed were made. Again, the 
weight of the cost comparison in favor of 
ownership was influenced by factors pe- 
cultar to the specific case. The equipment 
is of the type used in the construction field 


and the lessee’s rental charges are obvi- 
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ously based on very intensive usage under 
most severe conditions. For our purposes, 
the equipment must be available at all 
times but use is intermittent and under 
very favorable conditions. 

As a result of our studies, we have con 
cluded that the cost advantage of leasing 
equipment instead of buying it is deter- 
mined by the relative intensity of use and 
by the relationship of the cost of the equip- 
ment if purchased to the difference be- 
tween the operating cost if owned and if 
leased. Appraising purchase versus lease 
on the basis of the effect on the return on 
capital employed, our studies showed that 
it 1S: 


1. Advantageous to purchase rather than 
lease if the net profit dollar advantage of 
ownership is higher as a percentage of the 
book value of the equipment purchased 
than the average return on capital em 
ployed. 


2. Disadvantageous — to 


purchase — rather 
than lease if: 
a. Lhe net profit dollar advantage of 
ownership is lower as a percentage ol 
the book value of the equipment pu 
chased than the average return on cap- 
ital employed, or 
b. Costs of ownership are higher than 


costs of leasing. 


If it is more costly to lease equipment than 
it is to purchase it, then the only justifica- 
tion for leasing for long periods is to avoid 
the borrowing of money. Jn other words, 
leasing becomes a means of raising capital. 
For that reason, all of the comparisons pre- 
sented herein included interest on the av- 
erage book value of the equipment as a 
cost of ownership. They did not, however, 
give consideration to the effect of excess 
profits tax. As long as this is in effect, the 
excess profits tax base is increased if money 
This may be sufficient to 
more than offset the interest paid for the 
borrowed money. 


is borrowed. 


Leasing equipment has 
no effect on the excess profits tax base. 
Therefore, under excess profits tax it may 


be decidedly borrow 


advantageous to 
money to purchase equipment if the only 
reason for leasing it would be a shortage 
of funds. 

Also, purchase of equipment permits se 
lection for a wider field of makes and types 
than are offered for Purchased 
equipment can be modified or moved to 


meet changed operating conditions after its 


lease. 


acquisition, without the necessity of bring 
ing an outside party into the picture. All 
of these factors tend 


toward greater ef 


ficiency of operation. 

For equipment requirements of uncer- 
tain duration, it may be most desirable to 
avoid the possibility of high obsolescence 
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by leasing the equipment. Obsolescence 


“worth 
Difficulties of leadership: ‘ts a 


can turn an apparent cost advantage of 


ownership into a disadvantage. On a cost- 


plus contract, rental costs may be higher 
than ownership costs, but since they are 
recoverable, there is no actual advantage 
of ownership. Leasing may also circum 
vent the problems of securing certificates 
of necessity on equipment purchased for 
the defense program. These intangible ad- 
vantages of leasing equipment demand full 
consideration, along with the cost studies, 
before any decision is made to lease or 
purchase. m/m 


This article is an abridgement of “Shall We 
Lease or Buy Equipment” by I. Wayne Keller, 
originally appearing in The N.A.C.A. Bulletin 
of September, 1953, published by the National 
Association of Cost Accountants. 


dificult thing to get across to a fore- 
man or supervisor that the secret of 
real leadership is character; that the 
strong leader by sharing his prob 
lems with his employees, wins then 
respect and compliance; that, at the 
same time, he can and must retain 


that assurance and courage necessary 


to say “no” firmly when he knows 

he is right. As Thucydides said, 

of all the uses of power, restraint 

impresses men most. Walter H. 

Wheeler, Jr., President, Pitney 

Bowes, Inc. re eating" 
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need when you want to produce lots of copies, 
quick! No mussy stencils! Takes any size— 
postcard to 842” x 14”. Like having dozens 
of typists around. A compact machine that 
makes copies—in one, two, or up to five colors 
—at one time for less than 4 cent per copy. 
No muss or fuss! Anyone can run it! 


Send for FREE BOOK 

Tells what new low cost spirit du- 

plicating is, how it works—and 

lists hundreds of ways to use it to 

help any business, profession, or 

service. 

— ae 
SPEEDLINER COMPANY 

4404 N. Ravenswood Ave. 

Chicago 40, Illinois. Dept. 3 


a 
i 
t 
Please rush me FREE Copy of book on low cost spirit | 
J 
I 
| 
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i 
v 
a Yes, the APECO 
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x 
4 









duplicating —and full details on Apeco Speedliner. 
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SOMEBODY STEAL YOUR 
REPLY CARD? 


Any time that happens to you, just 
jot down on a piece of paper “I 


FOR MORE 
INFORMATION 


on products or 
— vn methods described 


tC eieiee CIRCLE 
‘Sane ——- THE KEY NO 


ond moil this 


O 2 2 F Bees Ee 


Ne Beminvee: ‘9 Fire cord 





would like more information on the 
following numbers:” Please give your 
name, company’s name, total number 
of employees, address and your job 
title or function. 

Mail to Reader Service Department 
Management MEtTHODs Magazine 
141 East 44th Street 
New York 17, New York 
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by R.F. Osborn, Manager, Business Procedures, Major Appliance Division, General Electric Company 


ee he first industrial ap 
plication of the UNIVAC (Universal 
Automatic Computer), already in ex- 
tensive service in various branches of 
the Federal Government, will be at our 
new plant at Appliance Park, Kentucky. 

A little more than six hours pe 
week on the UNIVAC will be needed 
to turn out a complete payroll tor 
12,000 employees, including the print- 
ing of the pay checks. Five vastly dif- 
ferent groups of source documents can 
be sequenced and merged, in successive 
operations, to produce not only the de- 
tails of gross pay and net pay but pay 
checks, cost distribution and personnel 
reports. 


More applications planned in 1954 


Other functions soon to go on elec- 








General Electric installs 


electronic computer for 


accounting operations 


tronic processing are material control, 
commercial service and general and 
cost accounting. These are to be mech 
anized progressively and separately, in 
the order named. Once their conver- 
sion has been eflected, we anticipate 
annual net savings of approximately 
$500,000, enabling us to pass the break- 
even point within a very few months. 

But it would be impossible to place 
a monetary value on the sales analyses, 
market projections and production 
forecasts which we will eventually ob- 
tain. The premium here lies in the 
ability to operate at the optimum 
level, to detect trends and _ possible 
bottlenecks long before they would 
otherwise make themselves apparent. 
Aside from all its basic functions, the 
system will then have attained its high- 


est potential for our needs. 





For the first time, manage- 
ment will have an instrument 
which will remove the burden of 
administrative detail to sucha 
degree that executive atten- 
tion can be focused on those 
areas most in need of it. This 
is the true significance of 
electronic data processing. 





Study preceded decision to buy 


We adopted this system after studies 
by our Business Procedures staff which 
were confirmed by an _ independent 
management consulting firm. The elec- 
tronic field was surveyed i: terms of 
our requirements and the reliability of 
the equipment in general. The find- 
ings pointed to UNIVAC on several 
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counts. Not only will it handle a wide 
variety of work at high speeds, but of 
equal importance, is the fact.that its 
simplified operating features will per- 
mit the easy recruitment and training 
of qualified personnel. The size ol 
the staff, moreover, won't be excessive. 
Having decided, we immediately be- 
gan planning to install the equipment 
and mechanize our initial applications. 
The tentative conversion plan was di- 
vided into five phases, beginning with 
a review of procedures in use for each 
function and ending with test runs. We 
have finished with systems planning 
for two of the new procedures and are 
already entered upon the actual pro 
gramming of computer operations. 
With the start of test runs for pay 
roll the staff will include 32 operators 
and technicians and will grow to a top 
of 47 as successive functions are added 
and full employment attained. Signifi- 


cantly, future expansion will take 


place in a single employee category, 
that of key-punch operator and verifier. 
This reflects the fact that all source 
documents will be key - punched and 
the resulting cards run through the 
card - to- tape converter to prepare a 
magnetic input tape. Since the re- 
mainder of the process is automatic, 
additional employees will not be re- 
becomes 


quired as the work load 


heavier. 


Time for additional applications 


After allowing monthly compute) 
time at the height of operation for pay- 
roll, material control, commercial serv 
ice, general and cost accounting, plus 
daily test runs and unscheduled main- 
tenance, 4914 regular working hours 
will be left monthly for additional ap 
plications such as analysis and forecast 
ing. We still have the opportunity to 
expand to overtime and second and 
third shift operations. 

It should be remembered that a 
given function will involve the se 
quence checking and merging of di- 
versified source data into complete end- 
product documents on the high-speed 
printer. In commercial servicing, there- 
fore, orders, completed shipping requi- 
sitions and production reports will be 
processed in successive runs into order 
acknowledgment letters, shipping  re- 
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lease schedules, bills of lading, order 
status reports, invoices, product status 
reports, sales statistics and sales and 
cost of sales accounting. entries. 

An-even greater number of source 
documents will: comprise: the basis ol 
the payroll, which will be turned out 
in its entirety down to the last check 
and supporting registers. Labor dis- 
tribution, to be obtained as a by-prod- 
uct of the payroll run, will be stored 
on magnetic tape for subsequent use 
in general accounting procedures. 


Decentralized operations still kept 


All this will occur within a frame 
work which preserves, from a manage 
ment standpoint, the benefits of a de 
centralized set-up. A certain stand- 
ardization of input and output forms 
will be necessary to insure that data 
flowing in and out of the computer 
will meet requirements of uniformity. 
Liaison committees have been estab- 
lished for each function to coordinate 
department requirements and give 
over-all approval to the final pro- 
cedures. 

It is also provided that all source 
documents will be returned to the orig- 
inating department as soon as they 
have been transcribed for electronic 
processing. If this were not done, even 
routine inquiries would have to be re- 
ferred to the computing center rather 
than the proper authority and lines of 
Much 


of the conversion period, therefore, is 


demarcation would be crossed. 


being given over to briefing all con- 
cerned on correct procedure to avoid 
any shifts in departmental or executive 
prerogatives. 

Familiarization with the equipment 
has led us to accept the prospect of the 
unparalleled speed, automatically se- 
quenced operations and self-governing 
accuracy which are characteristic of the 
system. We do not discount these bene- 
fits, but feel that they do not tell the 
whole story. 

For the first time, management will 
have an instrument which will remove 
the burden of administrative detail to 
such a degree that executive attention 
can be focused on those areas most in 
need of it. This is the true signifi- 
cance of electronic data processing. m/m 









ANYTHING WRITTEN, TYPED, 
PRINTED OR DRAWN COPIED ON TO 
PAPER MASTERS FOR DUPLICATING 


ia 5 Minutes! 


XEROGRAPHY 


Saves Time, Cuts Duplicating Costs 
For Companies of ALL KINDS... 


TYPICAL USERS IN 
DIFFERENT FIELDS 


There is no limit to the versatility of the dry, 
electrostatic xerography copying process in paper 
work duplicating applications, whether it's for an 


. . oe AIRCRAFT 
involved production order writing system, chang- Bell Aircraft Corporation 
ing a directory or parts list, or copying a long AUTOMOTIVE 


government report. Xerography is used by com- 
panies of all kinds large and small in thousands of 
applications copying forms, letters, charts, bulle- 
tins, sales manuals, engineering drawings, price 
lists, etc., for duplicating. Anything written, typed, 
printed or drawn can be copied on to paper 


Ford Motor Company 


BUILDING MATERIALS 
National Gypsum Company 


CHEMICAL 
Ciba Pharmaceutical 
Products, Inc. 


de EDUCATION 
masters by xerography with XeroX Lith-Master® University of Nebraska 
copying equipment. GOVERNMENT 
An office girl can copy from one or both sides Federal, State, City 
of original material in same, enlarged or reduced INSURANCE 


2 . America Fore Insurance 
size onto a paper master for run off of multiple Group 


copies on an offset duplicator in 3 minutes. MANUFACTURING 

For use in diazo type machines, translucent in- Wallace Gernes Company 
termediates can be made from any original subject METALS 
e Aluminum Co. of America 
in the same speedy way. 

OPTICAL 
Bausch & Lomb Optical Co. 
Write for ‘proof of performance” case his- PETROLEUM 


Atlantic Refining Company 


PUBLIC UTILITIES 
Peninsular Telephone 
Company 


tories showing how xerography saves time and 
thousands of dollars in duplicating costs for 
companies like yours. 


THE HALOID COMPANY 
54-97X HALOID STREET, ROCHESTER 3, N. Y. 


CANADA—The Haloid Company of Canada, Ltd., Toronto 2, Ontario 


XEROGRAPHY 4-5 


The fastest, cheapest, most versatile way to make masters for A 





(Circle 233 for more. information) 
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BOOKKEEPING: F 
Work Sheets 


nancial Records, Etc 





ail 





MANAGEMENT: For 
Letters, Reports, Contracts, In- 
structions, Statistics, Etc 


PHOTOCOPYING 
ie 


<a 
ed J 


or 
Tax Returns 
Checks, P & L Statements, Fi- 


a ME 


convenient... 





SALES: For Copying Orders, Let- 
ters, Inquiries, Presentations 
Price Sheets, Etc 


ENGINEERING: For Copying 
Drawings, Patents, Tracings 
Specifications, Blue Prints, Etc 


Copying 


eeeeeeeeeeoeeee ee ee eeee 
eeeeeoeeeeeoeoeeeeeeeeeee 


—= 
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MANUFACTURING: For Copying SHIPPING: For Copying Re 
Schedules, Work Sheets. Control 
Sheets, Master Records, Inven- 
tory Records, Etc 


Copying R 
ceipts, Claims, Freight Bills 
Packing Slips, Bills of Lading 


Use it To 
COPY 
ANYTHING 


right in your 
own office! 


Yd 
ApEco /) , IW 










OOM 





expose! 








Systematic WA, (nan (3 


process’ 


EVERY DEPARTMENT can use the Apeco Systematic Auto- / ' 


Stat. This new all electric photocopying machine prints, proc- 
esses and dries automatically. It's fast—dry copies in less than 
45 seconds! It's convenient—fits on the corner of any desk... 
it's ready for instant usé! It's easy—anyone can operate it! 


[4 an 
"Sg 


Saves up to 80% on copying jobs. Eliminates retyping, hand 


copying, checking or costly outside copying service. Makes 
legally accepted black and white or colored copies from any 
original up to 11” x 17”—printed on one or two sides. So low 
cost—a complete Apeco Systematic Auto-Stat installation is 
priced well within the budget of even the smallest firm. 


Lifetime Service 
Guarantee 





In Canada: APECO OF CANADA, LTD., 134 PARK LAWN ROAD, TORONTO, ONT. 
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> copies 
ot peel 


puoTOcoPY INFORMATION KIT 7% 





Free 


American Photocopy Equipment Co. 


1918 W. Peterson, Chicago 26, Illinois 


RUSH ME NEW PHOTOCOPY INFORMATION KIT 
containing booklet on the Apeco Auto-Stat plus sepa- 
rate folders on copying tax returns, color copying and 
copying on preprinted forms. | understand this free 
photocopy kit shows how | can use the Apeco Auto-Stat 
in my business. 


Name 





Firm 





Addre 





City State 





(Circle 207 for more information) 
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Duplicator inking system prints 
up to ten colors automatically 


\ new double-sized rotary duplicator 
features an exclusive, exchangeable, com- 
pletely automatic metered inking system 
which allows easy exchange ol colors. Since 
it reinks itself automatically whenever re- 
quired, ten different colors can be run with 
this system without supervision. A dial 
is merely set for the desired ink density and 
the automatic system takes over, feeds the 


correct amount of ink for light, medium 
or dark copies. 

In addition to correcting over or under 
inked copies, the operator is relieved from 
physical contact with the ink, eliminating 
messy, ink-stained fingers and soiled cloth 
ing problems. 
features claimed 


Some of the exclusive 


include: a printing area 17” x 1314”, the 


ability to print two stacks of paper simul 











taneously and a choice of operating with 


either one double legal-size stencil, two 
single legal-size stencils or one single legal- 
size stencil. The automatic feed is reliable 
for all kinds of 
stocks. 


with accurate registration. Lhe stop-countet 


paper from air mail to 


card Even folded sheets are fed 


automatically stops the motor and dis 
engages paper feed when desired number 
of copies are completed. 

numbe) 


For more information, Cutrcle 


299 on the Reader Service Card. 


ase 


High-speed teleprinter available 
for industrial communication 

\ streamlined, office-styled version of a 
teleprinter, previously restricted to mil! 


tary use, has been released for general 


commercial use. Containing all features 


essential for most business purposes, the 
lightweight, compact page printer is de 


signed to send and receive messages at 100 








words per minute and is actually capable 


times 


of speeds up to 150 w.p.m., 21% 
faster than those now in commercial use. 


For more information, Circle niumbe) 


294 on the Reader Service Card. 


Jogger attachment improves 
efficiency of gathering racks 

\n ingenious “jogger” is now available 
as an attachment for gathering racks. All 
aluminum and simple to attach, the jog 


of the rack. 


sets, cach handful of papers is dropped 


ger is merely slipped into place at the end 
\s sheets are gathered into 
criss-cross into the jogger. As the operator 
lifts her hands away, she merely taps the 
handle and sheets are jogged together 
into neat sets, ready tor removal. 
Circle 


Service Card. 


For more information, number 


278 on the Reader 


tS 


Automatic, low cost 
addressing machine 
An automatic, small addressing unit in- 


corporates all the advantages of much 
larger and more costly equipment. Mail- 
ings of 500 to 1,000,000 can be handled 
in comparatively small space in any office 
with a single compact unit that occupies 
no more space than the 


average type 


writer. It operates on the spirit prin- 


ciple of reproduction and requires no 
stencil, metal plates, ribbon or ink. The 


bulk 


inated also. 


need of storage cabinets is elim 


It works at an increased speed of 2000 


pieces per hour and features an “auto- 


matic name advancer” that mechanically 


moves each name and address into per- 


fect printing position. The  advancer, 
teamed with the recently developed auto 
matic ejector, throws each addressed piece 
into a receiving tray. Addresses are trans 


ferred to the mailing piece from a_ type- 
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This original list can 
be used up to 100 times. 


written paper tape. 


A transparent pressure bar gives the 


cleat and 


address being printed, eliminating possi- 


operator a view of the name 


bility of errors. ‘The machine can address 


mail en- 


tissue-thin air 


thick 


any piece from a 


velope to a one-inch catalog and 





can also be adapted to address directly 
from file cards or other ofhce forms. 
Operation requires no special skill or 
knowledge. “The machine comes complete 
with a supply kit for a 500 name mailing 
list at low 


cost. Supplies for additional 


mailing lists can be had at a cost of less 


than %4c¢ per name and address. 
For an illustrated booklet, Circle num- 
ber 277 on the Reader Service Card. 


New spacer-line finder speeds 
processing of continuous forms 
A new vertical spacer will permit con 
tinuous typing because it eliminates the 
loss” 


“hidden of time consuming line-by 


line platen advancing on electric type 
writers when writing continuous forms. .\ 
finger touch automatically snaps the forms 
from one writing area, line or form to the 
next. Vertical positions on the forms are 


changed instantly to predetermined writing 
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areas without loss of time. 

Operated by the typist’s right hand, a 
short motion of the handle advances the 
forms automatically and accurately with- 
out the need for visual checking. The left 
hand turns the source papers, thus both 
hands can be used simultaneously to speed 
the typing operations without extra mo 
tions or lost time. 

One of the large firms that put the new 
device through rigorous use during the field 


tests reported that increased 


25°, in the preparation of 25,000 forms. 
information, Circle 


292 on the Reader Service Card. 


a> 


“Write on” tape now available 
as sized, pre-cut labels 


production 


For more number 


Self-adhesive plastic “write on” tape is 


now furnished in convenient cut-to-size 


strips or labels from 1” to 6” in length and 


wr 


from 5/16” to 3” in width. A variety of 


border colors are available. 


Markings are protected by the trans- 
parent plastic outer layer against smudg- 
ing, dust, dirt, oil, water and most acids 


or chemicals, assuming permanent legibil 





ity. Labels will not curl nor discolor with 
age and can be applied and_ re-applied 
without losing their adhesive quality. The 
new form provides important savings in 
both and material wherever 


time large 


numbers of the same size label can be 
used. 
For and 


samples information, Circle 


number 276 on the Reader Service Card. 


Continuous daylight processor 
for photographic paper rolls 

A continuous, daylight type processor 
for photographic paper can handle any 
width up to 5” and in rolls up to a length 
of approximately 350 feet. It has been 
developed particularly for use with high- 
speed, bromide reproduction papers. Oper- 
ating speed is 10 feet per minute but can 
be changed easily to fit individual require- 
ments. No darkroom is required. 


The processing cycle, including drying, 


Great News 

for Users of 
Marginally- 
Punched 
Continuous Forms! 


Now Enjoy Great Savings, Too! 


Now at last—users of marginally-punched 
continuous forms join the ranks of users 
of all other types of continuous forms 
who depend on the famous combination 
of IBM Electric Formswriting Machines 
with Repeat-O-Pak Floating (resuable) 
Carbon Paper to turn out more forms— 
at a greater savings—than any other 
method yet devised! 


Is there really a BIG saving? Take 
carbon paper alone. The cost of one- 
time carbon paper for just 1,000 ten- 


Principal Cities e 





pat 


Floating Carbon Paper Teams with New 


IBM Electric Formswriter 


To Set New Efficiency Records! 


Users of Marginally-Punched Continuous Forms 








part 81x11 forms is $30.21 The cost 
of Repeat-O-Pak floating resuable car- 
bon paper for the same job is only 
$2.86—a carbon paper saving of $27.35 
for every 1,000 typed forms! 


BIG SAVINGS, TOO from typing 
speed, carbon paper ejection, and 
cleanliness! 


Get the complete story by sending 
us a sample of your forms, the quan- 
tity used and present equipment. No 
obligation. 


STANDARD MANIFOLD COMPANY 


Carbon Papers ¢ Inked Ribbons ¢ 333 W.Lake St. © Chicago, Ill. ¢ Offices in 
In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


(Circle 266 for more information) 





The 
threading length of the machine is 23 


has been reduced to 214 minutes. 
feet. The processor is equipped for individ- 
ual roll threading 
means of parchment leader but can also 


(removable racks) by 


be supplied with attachment for consecu- 
tive splicing of rolls. Exposed paper, con- 
tained in a lightproof magazine, enters an 
opening in the wet section cover and leaves 
wound on a 


the machine cardboard or 


similar core. 
For further information, Circle number 
298 on the Reader Service Card. 


Rear projection unit 
repeats film automatically 

A new, portable device for the continu- 
ous showing of 16mm movies has been an- 
nounced. The unit, which is both projector 
and screen, will show up to 1600 feet of 
film (44 minutes) on a 13” by 18” screen 
by rear projection. 

Completely self-contained and similar to 
a television set in appearance, it will repeat 
a film continuously for up to 200 hours 
with no rewinding. Or, by means of an 
automatic stop at the end of the film, it 
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Old ov Hew... 


emphasize your product 


with /&R Creiucon! 


HOW TO CUT 
CLERICAL PROBLEM: — With continuing 
cosTs work loads making a 


reduction in personnel 




















out of the question, how 


without cutting 


< can your clerical costs be 
your staff reduced and operations 
improved at the same 





time? 
SOLUTION: — For 20 years, Statistical Tabulating Company 
has worked with management to re-appraise office procedure as a 





practical method of cutting clerical costs. These specialists can 
suggest ways to relieve you of clerical work that can be done more 
| economically through Statistical’s tabulating, calculating or typing 
facilities—leaving your own staff free for assignments best handled 
in your office. 





Why not talk it over with our methods engineers? There’s no 
obligation, so phone or write our nearest office today. may be set to run only once and repeated 
by pushing a button. The shadow box 


STATISTICAL TABULATING COMPANY frame makes the picture clearly visible in 


Established 1933 + Michael R. Notoro, President 


an undarkened room. 
The projector is in active use at indus- 





CHICAGO NEW YORK ST. LOUIS NEWARK CLEVELAND ; . re 
53 W. Jackson 89 Broad Street 411. N. Tenth St. National-Newark Bldg. 1367 E. 6th St. trial conventions, exhibits and sales meet- 

HArrison 7-4500 = WHitehall 3-8383 = CHestnut 5284 MArket 3-7636 SUperior 1-8101 ings as a point-of-sale selling device and to 
IRONS & RUSSELL COMPANY 






instruct and entertain employees. In_ the walennnian exees 


audio-visual field, it is convenient for class- 

fil . : : sak Emblem Manufacturers Tacs 1861 
room flr royec ) arkened rooms. ° 
_ 2 a ‘ 97 Chestnut Street, Providence, R. |. 


(Circle 241 for more information) 


TABULATING + CALCULATING + TYPING * TEMPORARY OFFICE PERSONNEL 





























2 For more information, Circle number 310 
(Circle 268 for more information) 





on the Reader Service Card. 


—2 duty envelopes attached. One is marked 


“Contents” with four lines for writing in 








Hanger designed for vertical the description of the plate and the other 
filing of art work envelope is similarly marked with “Nega- 


A specially designed hanger for the tive.” Each envelope is 1014” x 16” and 
users of 10” plates and negatives for small will hold not only offset plates and nega 


offset reproduction units provides a con- UVES, but also such things as swatches, art 


venient method for systematic filing. At Work and photos. 
For more information, Circle numbei 


the same time, it protects the material 
3/1 on the Reader Service Card 


from being defaced or scratched. 


Fach hanger is provided with two heavy 






Clear plastic drawing board 
holds work sheet securely 





CLIMB PRODUCTION PEAKS 
with PRODUC-TROL’S TODAY LINE 


Produc-Trol’s Today Line, like the mountain Produc-Trol controls ALL kinds of procedures: 
climber’s life line,~ties all your production Purchasing, Manufacturing Orders, Assembly, 
units together into a single, coordinated team. Inventory, Maintenance, Sales. No manufac- 
turing set-up is too complicated for Produc- 
No more Jagging pafts»in one unit, overf- Trolt6 handle. 
production in another, with perhaps a mate- write today for our eight-page brochure — 
rial shortage in between. The Today Line «piow to Improve Your Order Control.” We 
coordinates miatefials ‘needed with manufac- want you to have it with our compliments. 
turing schedules « . % parts~required with ~----  - - - -  -  - 


assembled units ... . and actual production | tinal Organization, Inc. 


A portable drawing board molded of 
clear polystyrene plastic will prove it- 
self extremely useful to anyone requir- 
ing a precision drawing, sketch or design. 
Made of durable transparent plastic, it 
weighs less than eight ounces and can be 
slipped into a_ briefcase. Four corner 
clamps for attaching 814” x 11” paper as- 
sure smooth, sure handling of the work- 


, 4 ee aga : ie resi 
with scheduled shippihg dates. Ginetanee & Conm ing sheet w thout ‘the use of thumbtack 

’ # a : : ; | ' P — , or scotch tape. ‘The clamps are recessed 
This Today ine can be your Life Line, too! | Without obligation I would like brochure | into the plastic so that a triangle or ruler 
It saves you time. “It instantly spotlights lag- | How to Improve Your Order Control.” | ; s : 
ging or leading operations. It helps keep | ame | can ride freely over them without inter- 
away every part of your production climbing POSITION aoe Sling CAS a ie | ference. Two metal straight edges, one 
together . .».as it does for over 10,000 other °F SG Eade Seed eS Aa P : ; : yeeion are retractable 
ues ts | isis eticla tn. 60 Wiles on, pour business lewerhead | horizontal, one vertical, are retractable, 

amen . ee ae SS Snes a a ae eS oe ae thus making it possible to do_ precision 


work without the use of a T-square. Ten- 
sion clamps on the under side of the board 





S WASSELL EXCLUSIVES “SS .. 


(Circle 274 for more information) 
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provide for secure storage of triangles. 
The board measures 934% x 1214”, is 
excellent for tracing or shadow box work 
and is reasonably priced. 

For more information, Circle number 


308 on the Reader Service Card. 


Posture chair accents 
color, style and comfort 

\ newly designed posture chair has 
been placed on the market. All adjust 
ment controls (knobs and wheels) are 
almost completely hidden so that design 
lines remain unbroken. It has a molded 
foam rubber backrest and seat with a spe 
cial front developed to eliminate undue 
pressure behind the knees. A non-tilting 
back of squared tubular steel provides 
the maximum support recommended by 
posture authorities. 

Rubber bumper guards prevent back 


supports [rom scarring desk or wall. The 





upholstery and finish come in almost all 


colors and surfaces. 
For more information, Circle numbei 


290 on the Reader Service Card. 


Device simplifies file 
search and aids re-filing 

Otlices making frequent reference to ex- 
tensive card or tolder files will find interest 
Ina new filing device that will remain open 
at any desired point of reference until 


manually closed. When file material is 
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opened to a particular point, a two-way 
throw-plate forms a “V” opening that gives 
complete visibility or, alternately, permits 
withdrawal of the desired material and re 
filing without a search for the correct place. 

Models are available for use on desk 
and 10” depth desk draw 
ers and in filing cabinet drawers. Chang 


” 


tops, in both 4 


ing file loads are accommodated by a 


channel extending the entire length of the 





base, in which throw-plates can be instantly 


adjusted on 14” intervals. ‘This feature 
prevents cards from “riding” or file items 
(even single sheets of paper) from  buck- 
ling or falling flat. 

For more information, Circle numbe) 
296 on the Reader Service Card. 


Photocopying machine 
for office reproduction 

A new electric typewriter-size photocopy- 
ing machine that reproduces black-on-white 
duplicates in less than 45 seconds is now 
being distributed in this country. The 
photocopies are high in contrast, come out 
dry and may be duplicated on paper of 
any weight. All copies are permanent and 
fadeproof. Simple in design and opera 
tion, the machines are operated by simple 
insertion of the original to be copied plus 
a sheet of negative paper; the negative 
is then reinserted through another slot 
with a sheet of positive paper. Exposure, 
development and printing are performed 
without special lighting, darkroom or extra 


accessories. The operation is noiseless and 





odorless. Copies may be of any length 


and in widths up to 14 inches, single o1 
double sided. 
For more information, Circle number 


307 on the Reader Service Card. 





When your traveling personnel 
reimburse themselves by means 
of controlled, protected 
TRAVELETTER credentials, 
your company benefits by saving 


Leading U.S. Industries 
are saving 
TIME & MONEY 
in handling 
TRAVEL EXPENSES 


the administrative and clerical 
costs of expense checks, by 
speeding auditing procedures, 
by improved expense control. 
And the traveling man becomes 
more efficient without the worry 
of being delayed or stranded 
without funds. 


A partial list of 
TRAVELETTER system users 
appears below. 
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American Cyanamid Compan 
Prentice-Hall, Inc. 

American Home Foods, Inc. 

R. G. LeTourneau, Inc. 

Binney & Smith Co. 

Lionel Corporation 

Bauer & Black Div. of The Ken<'«'’ Zo. 
U. S. Time Corporation 

Western Electric Co. 

Wm. Wrigley, Jr., Co. 

The A. C. Gilbert Co. 

International Cellucotton Products Co. 
Sunkist Growers, Inc. 

Pennsylvania Salt Mfg. Co. 

True Temper Corporation 
Commercial Solvents Corporation 
Diamond Alkali Co. 


You'll be pleased to learn of the advantages your company 
































can enjoy by using the TRAVELETTER system, too! 


write for information... 


TRAVELETTER 


CORPORATION e SINCE 1894 e GREENWICH, CONN. 


(Circle 306 for more information) 
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New dispenser applies tape 
directly on carton 


A new tape dispenser applies tape di 


rectly on any size or shape package. It 1s 


simple to operate and loading is made easy 


by a self-raising cover. Closing automatic 


ally threads the new roll of tape. There is 


nothing to get out of order—no_ gears, 


ratchets, motor or intricate mechanism of 
any kind. 

Phe portable sealer automatically meas 
ures the tape as it is applied to the carton. 
Start the 


where 


tape strip and Stop it exactly 


you want it. 


Every strip of tape 





without 


exactly the right length guess 
work, measuring or dials to set. 

For more information, Circle number 
291 on the Reader Service Card. 


compact 
Desk 
the coiled 
length 


is replaced. 


appearance of the 


295 on the Reader Service C 


see 


Coiled, retractable cords 





available with dictating machine 


A retractile microphone cord 


has 


just 


been added as optional equipment for a 


and easy-to-use 


efhciency 1s 
cord 
needed and 
Beside adding to 


machine 


be looped or doubled. 


For more information, 


‘ard. 


increased by the 
which extends to 


returns to its 


Circle 


just 


use 





dictating machine. 


of 


the 


original 


the 
itself, 
compactly into the case without having to 


it 


tightly coiled shape when the microphone 


neat 


fits 


number 


Quick spraying stencil ink 
speeds identification markings 


Stencil ink, packaged in an efficient aero 
black, 


and yellow. 


sol dispenser, is now available in 


white, red, blue, ereen, orange 


Since the colors are waterprool, they are 
particularly uselul for stenciling all types of 
materials for quick color identification or 
inspection marking 

Phe stencil ink is quick drying and water 


prool and there is little or no evaporation. 





It is easy 


to apply and, since no brush is 


needed, there is no wear on the stencils. 


For more information, Circle number 312 


on the Reader Service Card. 


€ 
< way aie 




















* An Electric Adding Calculator at 


operated machines. 


* Asolution of the “help” problem. 


Model 912U 





manual machine investment. “Unilectric”’ 
actually costs less than other manually 


“Unilectric’” operators learn quicker, produce 
more, stay happier, longer in their jobs. 
Model 909U (illustrated) Capacity 9/10 


Capacity 12/13 
Manual models also available in 6/7. 9/10 and 12/13 capacities 


United States, Canada and 8&5 
Foreign Countries 


$496 
$598 


Pius Computing Machines, Inc. 


5 Beekman Street, New York 38, N.Y. Telephone REctor 2-0045 


Service available throughout the 


{THILO ) Electric 


ADDING CALCULATOR es 
At last! 


28s, 
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(Circle 260 for more information) 


Plus Computing Machines, Inc. 


Dept. C-3 5 Beekman St., 


N. Y. 38, N. Y. 


Please arrange a free demonstration of the Unilectric Adding 
Calculator in my office without obligation on my part. 


Name_ 
Company 


Address 
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Yes—today many modern busi- 
nesses are saving thousands of dol- 
lars and eliminating confusion and 
delay in the billing department by 
not typing invoices. 


These businesses have installed a 
Bruning Copyflex order-invoice sys- 
tem especially tailored to meet their 
individual needs. Under such a sys- 
tem copies of the original order are 
used for stock selection, packing, 
shipping,and finally invoicing. 

Copyflex provides these copies 
swiftly. There is no chance of typing 
errors. No messy carbons, no proof- 
reading, and finally no delay! 

The result is the saving of many 
thousands of expensive man-hours 
with a corresponding gain in cus- 





Model 14 
Copyflex Machine 


Type Invoices? Ill Say Not! 


tomer good will because goods are 
shipped promptly without error and 
invoices arrive on time. 
What Copyfiex Is 

The basis of the Bruning Copyflex 
order-invoice system is the Copy- 
flex machine itself. This amazing 
machine turns out ready-to-use 
black on white copies of anything 
typed, written, printed or drawn on 
ordinary translucent paper. It does 
this without fuss, mess or bother — 
rapidly and economically. 


If you are interested in the Bruning 
Copyflex order-invoice system or if 
you have any problem involving 
the speedy, economical, accurate 
duplication of records, mail us the 
coupon below for free booklet. 





Charles Bruning Company, Inc. 
4700 Montrose Avenue, Chicago 41, Ill., Dept. 104 


Please send me free booklet on Copyflex and 





(BRUNIN 





Copies anything typed, written, 
printed or drawn on ordinary 
translucent paper in seconds. 


Copyllex re 


full particulars about how Copyflex solves any 


copying problems. 


Name 


— Se 





Company_— alias 


Address 








__.Zone State 





(Circle 254 for more information) 
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Which man ts writing a letter? 


All three men seem to be telephoning ... 


But the man on the left is doing much more 
than that. He is w riting a letter aloud... dictating 
it to the phone-like instrument of the new Dicta- 


phone network dictation system: TELECORD., 


When he was ready to dictate, all he did was 


pick up a phone and start talking! His words were 





DICTAPHONE 


CORPORATION 


Greatest name in dictation 


poccccccccccncn 


Circle 209 


recorded on a centrally located recording machine. 
In a matter of minutes, they can be typed and 


back on his desk. 

If a Telecord instrument were on your desk, 
you could write a letter or memo, make a written 
report or note as quickly and easily as calling a 
friend. And save time and money every time 
you used it! 

Dictaphone’s new network dictation system is 
unique. Its “building block” simplicity lets you 
add dictating stations as your needs increase— 
without replacing equipment you already have. 

It offers each dictator complete privacy and 
individual control. And, most important, the 
nerve center of the new TELECORD System is the 
TIME-MASTER, world’s most successful dictating 
machine, featuring the exclusive high-fidelity 
reproduction of the plastic Dictabelt. 

With TELECORD everyone in your organization 
can get things done faster and more economically. 
Why not find out how TELECORD can _ help 
you? Simply send in the coupon. No obligation, 


of course. 


: DICTATION 
ee ee ee Ge eS GS Ge Ge ee Ge ee es ee ee ee ee By Pt JONE 


Dictaphone Corp., Dept. ME24 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me my free copy of 


Dictation by Phone. 


OO 











Cc pany 


Street Address 





City & Zone —— 








or more information) 





Acceptance under Section 34:64 P.L.&R. Authorized 
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